?...p.19 


SEPTEMBER 1961 


t from fringe benefits? If not, why not 


tools to ‘‘spoon-feed’’ computers............p. 50 


t 


ipmen 


d cabinets, and 
ices. See p. 26 


partitions bring contemporary 


| 


y) 
Sal 
é 
F 
me 
” 
° 
ie) 
i) 
9 
a 
oe 
° 
ij 
° 
he 
© 
3 
. 
= 
Cd 
5 
¢ 
le} 
Q 
© 
+ 
3 
te 
£ 
+ 
: 
v 
oO 
© 
<7 
6 
: 
3 
ev 
¢ 
| 


Does your company benef 
t equ 


EDP inpu 
parkle to old off 


Brand new? No! Carpeting, pan- 
eling, recesse 


“COPE” 


| 


ee _—< | eae 
; ‘ Fi -_ 4 
| ‘ 
4 =, 
‘ ny ee 
. 7 © 
; q b . ; ee 
ae f as z. : Ps 
: - = a 5 t Fy sa - oe ’ 
% 3 —- _ 4 ~ cf So Og RR YEH eae” Liners 7 : Ds g am 
% Bus ra WW P a nal gia SAY 5 eee ee j 
sson j . F ‘ Biz 95 at ” aa a 
ay - a aeR bs 4 > YA (Sia . : 
a“ 2 cae 9 fos ] Nes J fi : 3 : Be 
e net -_ 4 \ Pa ES, 
j 7 -2 Pas vy y soho os - Me t 7 C Ba bar 7 
“ SoS eee Sheu: 2:3 apg ame aba sree Serr ete 2 - ‘> dn _Ji-~ we tS : 
. is: Cae Ris SS a ea ae OPS meee Y Goh. Re es sca Bs arth stair aA ad Cs pa - 
ae Bra ¥ _s 5 eis a 
et A ie | oe ORS eee 2 ogc: 2 ¥ 23 q > es ‘ ar ‘ 
: ay y Ne E >_> AS hes ee SOS ea ier ec ey ‘ eee eR A oa iC a 
ri < te _ . 4 
z ‘ ‘ mee re 4 Ej q 
| | wVyYiwt.= 6 a G ‘ee ae | 
: —/. so 2 See nee mesatanasa i res nn om eS | = / - . @ : 
i —_ J oe 4 : a % 7 z s ; eee oe, > ocare aD : = 
ta FF us af 
q Formerly OFFICE MANAGEMENT AND AMERICAN BUSINESS g 
Sa ee ee eo Cigk eee fh Pe Fi SiR pea es DE ON por teu eames co ann “Ae . $2 y a 4 
F 4 at Leas eis) ert ria: i) Sia CORN Se eae oe 5 Oe AD ¢ er Po 
é faethe Wa . me © a pty Bie ek WOO BP Se I ee , 
sell Per ee . s 
| Ae 
eee : 
= 
5 
a 
a 
? 
NN 
a 
— 
-_ os) 
« * fe 
.. Min -. * 
<i wet ” _ 
5 b 
a, > ween ” 
= ~~. - q 
ee et, Pe, 
* vy nie ‘ ~~ - pt 
a? rd , i St ee ne - . “4 
. F PF om — milo ee bile : i 
* - Be & i ’ 
eae as a ~— «- oe 3 : 
mecr | ||| Vg | 
* Sg . ot Te a ¥ . = 
a | Se % 
«fe ys eee f va : : r s % . * 
> & ‘| 4 % 4 ; : — if an * 
«et e 3 ae i . + ' x . wi 
P rf 3% “<q ot Si a he iy hs ‘tS 
| rr . +, = * wa ey oe oe a.” a “a fe Se ah fis ; = 
’ ; : \Ag , a “ - a ey & x” 
s af me ese? on. _—— ~~ ie 4 
a 2a tyler mi ani wre -- oe , vA * 4 . : 7 wer * "7 : A 
| Slee —— Se = Se = . wee tae ee s i ‘ 
iz oe Sa ana . on lame oh am a cs 
s ‘ gia = . _. * — £G * ~~. — - 
oo le Sa ' . C ey aS Saw ' gt i 
= a ee : ‘ . wae ; 
ae =e ¥ ays - - 4 —y . ee 3 
a > — 7 , < : > . ee .. 
oS eS ee he ; 
8 age ea aie — , va a 
gamer Sr iq , ‘ ot * 
ee eee ro -_ / = be <e | a 
i ce ee et, seem ti ; . ; - >] 
oe Soe sg i ee oe " ~* : 
4 ” Bs gleease. * ane Pe ofp eh 
, beck. ce Brie ve. af” i + <~* im. ce 
RS ae : on 4 
eee : Fe «3 ~ 
i Py: oe * a — " 
: BALE ON: 5 ge ta os al . eae . re ig : —— | ‘i 
‘ ie a. a hn i ee aa —— ; oe | ; 
; ‘ i 4 ey a me } A ~~ Rie Pi ie <a . 3 am = . 
: ep oa 2 a . fi ea Waa Cay g = 
big ss d Ly ey. a Se Se ee ay : ing = > . 
p Bree y +6 ae “f Bee Gee oS ie Cher, lt es 
i > 0 3 on ee 
a! , Sil ray x) Gece E+ her . ” 
r G ‘“. eee ' eS oy e Pty 3 ig = t a 
f ; ~~? 22 an a 
ee & » XS By 52F . x bi ‘ — i 
= i: Se “es “ 2 \ sep Br ey Ae ~  - a 3 + a 
ee Ws , , Ree ie ee f ee ee ee = 7 eel £ 
se t «? y) 2 ae aoe i agai: he So. A ; 
w : A q e@ “_ ae sa eA ~ Se N ee ae _ 
ot : i " af 4 on oe " iy s 4 ~ eon pare _ a 
se 2 ae = "<i } . ON gees a8 eee 4 5 
i te, q >, ‘oe ie — ee ee : 
me es oi ! oe | | ees . 
: ae ; Ee, : Ps < 2h 52a avy a i - i at Wal su, Salhi, ; - # 
i ae ‘ + he iw ist ar LAD ae ae SPY “Sa aaa p- =o ‘ . E 
.: # P i; Ee i RS EA ROP a 3 4 . “Rag ; 2 és ae) sae , Be 
i. ' suite Bee AES 3 eR nde See ee r ane ee ee SS ot ae . [i Ss Ba, 
a te pees ‘ ig Ree gi eg a i en ae ee oP ee BS 3 %, ie a a 3 ae Bg, j e ea. i Se ‘ 
ty w P Sage Re -. % ee ae ya Stk be f : Fi _ hone Bes “a ¢ bh. 
; : eet oF By, A cake oN Ae MEA SEN : pd oon ee. 4 a a as, ; a q 
im eh EGF aS eee ge tela Lee me ay ee sey fast oy Uae A teak Sarg oe Nee . & 
y 7 «eee SOP aa Br eA ae, Sel” a beat ef-s mops se pee he Piste ge ihe Prete * ‘a? RS a. 7 
- f oe ° Ag . YOR ne or 52: ae “6 &- ie ve . he, phe’ ee ni i a tei: Re a SS Saget “els ASS a; ; ie : le oe J 3 a" a a a al wf 7 o 
:; yh ft Pe gs Wet A ee A Pag Pee ApS Arh. Pee LY i Oe PORE & i" Lda IE See ny eee mae tai Fus ‘ 
ee “dihe BOF Cee pe ae OT ee PE Rk atlas a | Ry ey, AT eG SN Dy Be oe a. br Gas : 
y SSOP PE RE eT eS fees Gee ee , Si 
si, TERS EIS Stee Be ie. Soe ee PEE ee (aa Se ON ea in) iaeh Ce. Oh BCLs oe ee. ee ences a 
Oe ie eae an es i. i oe 
v4. Oe he Me ce en gh a LE ig 5 Mae OR Rao pm Dt! GES Flee eee et ee | RAS : OS tae ic ~S F es, 4 
id ye tues oi Bene gh. Te, way bi gk pe oh oe sw, me f Ue itty te a fija ee) : J gun ie ! x Nase! senda WAY E se F: 
aie OS Se A et PO aes REESE. v5.23 PR aS A ge aS Lilt upne i, Uae oa a = aR east ) 
ee 8 PR ak ens oe Fe be ae Te BY ee AS a She “hh *? he BN eta, ay be : 
es "ee OS Me Fee Cer at Me Tn LEX: wridh ved : we geo ae eae. e ‘ ’ ..~ gee 
ba oy" 5A AE TPM oe) ah So ors yo (i ae ha, Di wrt? as ey ae pH ine ak RE x wee 
: ee i Rais eae eats xh. pha CA : = Abas : ma ry “ee A een a y aka aoe 
Pe AI ee ie ges BE Me, Pe eS We? 28k ORE MBBS os. fg eo oe gD “se hus wes as Sa): : 
ee t geet Chex. a eel 2% ih Set i Meee es Nar ate a BE: 3 
: %, eae ee SS RGR hots oe FAD EA o> SE. So ieee: Ramen ae or. ae , ae 
A ee Se eg RGR ALE ER Me, Fi RE ke PE Shee See oo ee ee, ee" F 
Ry EB. Be beg OO oe Se MS OK tf ode -™" & ak 4: ‘ a ie i 2A te ae il 7 
OO AEE eT Pa te Sa CMRI (92 -— a ee “~ Ee 
px Engine tee > MR le fo Ppt ss ag Upen Pe oS oes ae Sea 
ie hg MR LE a Ie ET eget AED a Boped 9 si ARG eo ae, . 2 oo ak 
se SEI ae hg ee arn BOR, XS Peet tae ee Tiago 8s Sis Oe re oe Se eee Oe ak Sale a a : 
ce. . Md Te Fee, VR We i eh HY Pot! ie) ie Bes . aa a oe FS Mies oS 
se Best rd ret tele ks' wh S 2 - TO Caer ee er a aa a5 ‘Ow : 
a Pe % Anh ‘ re ‘al es ar = io: 
is s 7] oo : ~ re ; iS : o 5 % She: * me 7 2 ey cr ieee . Ns ” 4 J 
SS see Ea 7 2 ee aft _— —— oaks ae 9 2 See nig a ; 
. oe Be aaa ae ee eee i ~ Y bas i 
ee ~ eee ; og <4 “ees nee Fa ory pen 7 _e = 
= x . os nd ee 2 7 * b +s —) i = yo 
. See Ww __._, are a 


—— nl i 


@ 


=: our #1201 Executive 


DOUBLE the action in your office space... 
Only Royal gives you such flexibility, such completeness, such comfort! 


The modular concept of office furnishings is today a proven means of increasing 
office efficiency and productivity. It enables you to select furniture that suits 
both the space available and the nature of the work. Royal’s Arnot Modular Desks 
and Partition-ettes are easy to install, easy to rearrange as office needs change. 
For the finishing touch, choose Royal chairs, the chairs that help you think 
—in comfort! Write today for full information. ROYAL METAL MANUFACTURING 
company, Dept. 6-!, One Park Ave., New York 16, N.Y. In Canada—Galt, Ontario. 
OWROOMS New York, Chicag Ar san Frar Seatt salt, Ontar 7 CENSEE 


8 n* r ticut: Michigar 


New York gait ar 


Australia, Venezuela e FACTORIE 


Angeles, California. Warren, Pennsylvania; Jar 
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How much extra money 


could you make with 
these new and improved 


Bell System services ? 


5% 2 


1 Data-PHONE data set 
2 Pushbutton Intercom 


Our Communications Consultant 


can help you find out now! 


Can your employees reach each other without 
time-wasting visits and costly delays? 


Are you using a manual PBX when a dial 
PBX would do the job faster and cheaper? 


Are you sending orders, inventory records, 
prices and other business data to distant locations 
by outmoded ways that are slow and _ require 
extensive and expensive paperwork? 


Do you know all of the ways Bell communica- 
tions can cut your operating costs and boost 
your revenues? 


BELL TELEPHONE SYSTEM 


3 Automatic Answering 
and Recording Set 


4 Console Switchboards 
5 Speakerphone 
6 Cat DIRECTOR telephone 


It’s easy to find out. A call to any Bell Tele- 
phone Business Office will bring a Communications 
Consultant with the full story. Talk with him. 
You have everything to gain and nothing to lose. 


B 


; Says Merritt L. Thompson, President, 
i Sink and Edwards Company, roofing 


and siding firm of Indianapolis: 


“We had outgrown our telephone facilities. The Com- 
munications Consultant recommended additional incom- 
ing lines, a new Bell intercom system, extra warehouse 
stations and a new CALL DIRECTOR phone for our recep- 
tionist. They’ve solved our ‘busy line’ problem and 
boosted efficiency all around. Our operating costs have 
dropped sharply —and profits have gone up accordingly !”’ 
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5 WAYS THE MOORE MAN CAN GIVE YOU A HAND 


1. COST Time and labor spent in preparing records often 
cause needless expense. The Moore man can help you 
eliminate re-writing that’s costly, forms that get only half 
the facts, late billing methods that delay incoming cash. 
You will also gain in 2. Control, 3. System, 4. Speed, 5. 
Simplification. Build control with Moore Business Forms. 


An extra ‘employee’ working for you—Which forms should 
you have? The Moore man isn’t limited—he can furnish 
any forms construction. He knows systems and short cuts 
that avoid work duplication. He’s backed by Moore’s re- 
search teams who are at work designing forms to cut 
costs. Moore’s plants are located near you for fast service. 


MOORE BUSINESS FORMS 


Moore Business Forms, Inc. + Niagara Falls, N. Y. » Park Ridge, Ill. » Denton, Tex. » Emeryville, Calif. Over 300 offices and factories in North America. 
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Adininistrative — 
— Management 


Ad ministrative Management incorporates the 
following magazines, with their date of 
founding: Office Management, 1940; Amer- 
ican Business, 1930; System, 1900; and Busi- 
ness Equipment Topics, 1908. 
Published Monthly by 
GEYER-McALLISTER PUBLICATIONS 
Andrew Geyer-McAllister, Inc., Est. 1877 
212 Fifth Ave., New York 10, N. Y. 
MUrray Hill 9-4411 
PUBLISHER 
Donald McAllister 
EDITOR 
Walter A. Kleinschrod 
MANAGING EDITOR 
Robert L. Caleo 
ASSOCIATE EDITORS 
Lawrence Victor 
William Kelly 
Donald De Fina 
ASSISTANT EDITOR 
Frank G. Lyons 
ADVERTISING DIRECTOR 
John M. Smythe 
ADVERTISING and PUBLICATION 
MANAGER 
James E. Neary, Jr. 
PROMOTION DIRECTOR 
George A. Tice 
MIDWEST MANAGER 
Arthur Hutchison 
ADVERTISING STAFF 
Fred Steinhilber 
Charles G. Kretschmar 
David Hanley 
Robert J. Smythe 
PRODUCTION MANAGER 
James V. Quirk 
ASSISTANT PRODUCTION MANAGER 
Milton Sharon 
ART DIRECTOR 
Joseph Hochfeld 
CIRCULATION MANAGER 
M. T. Weeks 
MEMBER 


Audit Bureau of Circulations 
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Associated Business Publications 
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The general office area of W. 
E. Hutton & Co., New York, is 
in an old building, but looks as 
if it belongs in an ultra modern 
skyscraper. To make it so, ar- 
chitect J. Gordon Carr applied 
a few basic design principles. 
These and related “Office De- 
sign” concepts can be found on 
pages 26-36. 
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September, 1961 
Volume XXII, Number 9 


FEATURES 


The “COPE” unit 
A new concept in administration 


By Ralph E. Steere 15 


Fringe benefits ARE wages 
But, do your employees appreciate them? 


By Frank W. Gray 19 


Struggling with the status quo 
An administrator must reconcile the past and present 


By Ray E. Brown 22 


Branch bookkeeping with low-cost 
centralized data processing 


At the Great Western Loan & Trust Company 24 


On leasing office furnishings 
The pros and cons of the subject 


By Robert L. Caleo 38 


Where zeal—not experience—counts 
Mennonites run world agency with untrained volunteers 


By Walter A. Kleinschrod 4s 


DEPARTMENTS 


News of the associations 10 


Office design 
General of fice areas 


By Lawrence Victor 26 


Tools of the office series 
Preliminary input equipment for EDP systems 50 


Automation in the office 64 


Editorial 82 


Chairman of the Board: M. A. Geyer; President: Donald McAllister; Senior Vice President: 
John M. Smythe; Vice-Presidents: Arthur P. Hibbard. James E. Neary. Jr., Fred G. Steinhilber, 
Walter A. Kleinschrod; Controller: Arthur M. Spence. BRANCH OFFICES: BOSTON (16): 419 
Boylston St. (Rm. 701), Kenmore 6-7333, Charles G. Kretschmar; CHICAGO (1): 228 N. La 
Salle St., State 2-2911. Arthur Hutchison. David Hanley, Robert J. Smythe; LOS ANGELES 
(5): 740 S. Western Ave.. Dunkirk 7-6149, Chris Dunkie & Associates, J. R. lander (Editorial 
Representative); SAN FRANCISCO (11). 420 Market St., Sutter 1-8854, Chris Dunkle & 
Associates. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and Cuba. 
Other countries, $9 a year. Single copies 45¢; Trends and Forecast Issue $1. Copyright 1961 by 
Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of Geyer’s Dealer Topics, Who 
Makes It and Where, and The Gift and Art Buyer. Please give 60 days notification of any change 
of your address. Re-entered as second class matter June 29, 1953, at the Post Office of New York, 
N. Y., under Act of March 3, 1879. 
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AM Short thoughts on big and little 
emo topics in management’s domain 


U.S. economic growth is businessman’s business 


In a recent address on United States business growth, delivered betore the 
Commonwealth Club of California, Secretary of Commerce Luther H. Hodges 


stated, “.... We need more jobs and we need more growth. And from the 
record of the last few vears, we are not likely to get enough of either from a 
mere turn of the business cvcle. ... I believe the business community has an 


unparalleled chance in this decade to foster economic growth and full employ- 
ment—first, by pursuing business policies aimed at maximum productive el- 
ficiency; second, by supporting public policies directed toward greater utiliza- 
tion of our human and physical resources... . | would like to urge every U.S. 
businessman today to: (1) Take every step to keep your operations—manutac- 
turing, selling, distribution, packaging—as modern and efficient as possible. 


2) Find out what American consumers need and want... . (3) Explore 
the market for vour product overseas. . . . (1) Follow responsible pricing 
olicies aimed at maximizine production. . . . (5) Support public policies 

Pan 


aimed at full employment and high rates of economic growth.” 


All the world’s a stage 


Have vour company’s conventions been dragging lately? You can liven them 
up a good deal by using show business techniques to get management's points 
across to the audience. For instance, vou can stage short musical revucs to 
introduce new products; a play, instead of a talk, to dramatize new sales 
ideas; and songs to launch new sales campaigns. This is the suggestion of a 
hotel consultant in New York City who now advertises that his firm can de- 
velop themes and formats for business conventions, submit outlines for the 
entire productions without charge, and stage the complete shows at packaged 
prices. 


Wanted: executives to travel 


The demand for executives to fill managerial posts in the loreign operations 
of U.S. companies is still on the increase, according to a survey report by the 
Association of Executive Recruiting Consultants. Nearly 80 per cent of the 
assignments recruited for during the first six months of 1961 were for general 
administrative managers. ‘Twenty per cent were for marketing and sales man- 
agers. Salaries offered for these positions ranged from $15,000 to $65,000 ° per 
vear. 

Most of the assignments were in Europe, Canada, Latin America, and the 
Far East. The industries involved included electronics, lumber, banking, air- 
cralt, publishing, automotive, mining, metalworking, and petroleum, 


Computers counting heads 


Results of the 1960 national census are being ground out rapidly for waiting 
businessmen by a battery of computers. The Census Bureau put the world’s 
first commercial electronic Computer system into operation 10 years ago. Since 
then, the equipment has performed more than 510 billion basic arithmetic 
functions. Census Bureau pioneering in this field dates back to 1890, when it 
first used the punch card system, which was originally developed by a Bureau 
emplovee. 
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Revolute’s new table-top Starlet streamlines systems 
paperwork, drastically reduces its cost. The Starlet 
makes copies at speeds up to 55 fpm for only a frac- 
tion of the cost of those made by other office copiers. 
(Material cost, 1¢ for letter-size sheets.) 

This new dry diazo copier handles two letter-size 
sheets simultaneously...doub/e the production capacity 


of narrower machines. A high-production machine, 


as | 
HIGH-SPEED, wom | able-Lop COPIER 


the Starlet automatically separates originals from sensi- 
tized sheets; automatically feeds exposed materials into 
developer; automatically stacks originals and copies. 
Revolute’s exclusive patented perforated rollers in 
the Starlet developing section assure positive, one- 
pass printing at all machine speeds. 

For full details about the new table-top Starlet, clip 


and mail this coupon. 
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CHARLES BRUNING COMPANY, INC. AM-9 

1800 West Central Road, Mt. Prospect, Illinois 

In Canada: 103 Church St., Toronto 1. 

(C0 Please send further information on the Revolute table-top 
Starlet 

C0 Please have a sales representative contact me 
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compact office electric by smi Corona Marchant: $225° 


Mm. SMITH-CORQNA MARCHANI 


410 PARK AVENUE, NEW YORK 22, N14 
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OFFICE PATTERNS 


LIKE cars, the 
length of skirts, or the Dow-]Jones 
average, office buildings go through 
phases that sometimes make sense, 
sometimes seem capricious, Right 
now ofhice 


the chromium on 


construction is) going 
through several phases simultane 
ously, is extricating itself from one 
or two others, and is probably en 
tering a number of new ones whose 
outlines are still too shadowy to 
perceive. 

Othce building realtors generally 
agree that we are now in post-World 
War II Phase III. 

Post-World) War Il Phase 1 o«¢ 
curred moments after the dust had 
settled on V-] Day. American in- 
dustry was desperately in need ol 
new ofhces, and the chief aim ol 
builders was to get that need filled 
quickly, Construction had been at 
a standstill during the war; it had 
not shown much progress in the de- 
pression years belore the war. So 
the shortage was acute; anything 
that looked) better than 
what people had been used to; no- 
body complained much. 

Phase II came with the Fifties. 
Industry was no longer crowded in 


went up 


the old. But it was growing with 
amazing speed and needed more ol 
the new. A whole generation of 
small young companies had been 
added to the scene, and they want- 
ed accommodations, too, Moreover, 
the accommodations had to be de- 
cent. Business was fussy now, but its 
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demands were being met—new con- 
struction methods and materials 
provided sunny, sanitary offices, the 
like of which had never been seen 
betore. 


‘The “new look,” in fact, was so | 


good that it spawned Phase ILL. It's 
hard to pinpoint its advent precise- 
lv. Somewhere in the mid-Fifties, 
though. It came when management 
began to think of its buildings not 
simply as corporate shelters not 
even as tools of efhiciency, but as 
symbols of stature, tangible proots 
of progress. It would not be difficult 
to tick off a list of a dozen new 
buildings whose architecture is 


keved largely, if not mainly, to this 


mammoth form of “advertising.” 


All this while, a “location” phase | 


or really counterphase—has been 
setting in. More than one business 
commentator has discerned a return 
to the city among firms which ses 
eral vears were keen for the 
charms of the suburbs. With the un- 
doubtedly valuable experience they 
gained there, will they come back 
with the plans and innovations to 
launch Phase IV? 

One thing is certain at any rate: 
every great movement breeds a 
countermovement. What today 
seems new will someday seem old 
hat; what now is old may in time 
reappear relreshingly “new.” Who 
knows, this might be the time to 
invest in gargoyle stocks. 

—Walter A. Kleinschrod, edito) 
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Big Brother to the Compact! 
All-new Smith-Corona 400 


= Push-button ribbon control selects 
carbon or fabric ribbon instantly. . 
(Erasure ribbon optional.) 


® Push-button word control .’. »pro- 
vides normal, half and expanded 
spacing...even right-hand margins. 


= Push-button Copymatic impres- 
sion control assures perfect origi- 
nals, crisper carbons. 


= Automatic paper injector simpli- 
fies quick in-and-out handling of 
ee ee, ee 5 


AM9 
Smith-Corona Marchant Inc. 
410 Park Avenue, New York 22, N. Y. 


0 Please send more information on the 
200 Compact. 


(0 Please send more information on the 
400. 
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0 “50 Checkpoints To Help Improve Your 
Office and Personnel Efficiency” 


Name 


Company. 


Address. 


City. Zone___ State. 


/s/c/n| 
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| NEWS a eiotinns 


OEMI changes name and site 

In August, the Business Equip- 
ment Manufacturers Association, 
formerly called the Ofhce Equip- 
ment Manufacturers Institute 
(OEMI), officially transferred its 
headquarters to the new  Ptizer 
Building at 255 E. 42 St., New York 
City 17. The 50-member trade asso- 
ciation has also been reorganized 


into five main elements: the general 
stall, the Data Processing Group, 
the Othce Equipment Group, the 
Othce Machines Group, and Busi- 
ness Equipment Manufacturers Ex- 
hibits, Inc., a subsidiary responsible 
for conducting equipment shows. 
Commenting on the organiza- 
tion's changes, BEMA president 
Harry C. Anderson said, “The ex- 
pansion and growth of our industry, 
particularly during the past decade, 
has been remarkable ... It was ob- 
vious that to be most etlective we 
would have to re-examine our or- 


WRITE FOR FREE SAMPLES OF 
HEAVY-WEIGHT CALOCOP BOND 


The very best usually carries the highest price tag—but there are happy 
exceptions! CALOCOP BOND copy paper saves you 1!2¢ or more on every 
sheet you use, yet it’s the toughest, most durable paper you can buy for 
your heat-process copying machine (like Thermo-Fax) and it gives you the 
clearest, most legible copies in the bargain. CALOCOP BOND is non-glare; 
it’s as heavy as letterhead bond; it won't crack, shred or flake, even if you 
crush it; and, no matter how roughly you treat it, the reproduction won't 
scratch off. Not even Scotch tape can damage your CALOCOP thermo 
copies—handle them over and over again, they'll still last for years and 
years! What’s more, CALOCOP BOND is the only letterhead-weight thermo- 
copying paper that always gives you excellent reproductions whether the 
original is printed on one side or on both sides. Write today for free samples! 
CALOR COPY CORP., 387 PARK AVENUE SOUTH, NEW YORK 16, N. Y. 
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ganization in the light of the un- 
precedented advances of the indus: 
try as a whole... This has been 
accomplished, and the association is 
now in full operation under this 
whole new program.” 


Systems meeting in Oct. 

“The Systems Field... A Man- 
agement “Transition” will be the 
theme of this vear’s International 
Systems Meeting, to be held in 
Cleveland, October 8-11. Arthur K. 
Watson, president of the IBM 
World Trade Corp., will deliver the 
keynote address at the meeting, 
Which is sponsored by the Systems 
and Procedures Association. 

Other highlights of the program 
will be seminars on systems func 
tions, tools, and methods; data pro- 
cessing; and management games. 
Lectures will be presented by na- 
tionally-known authorities on such 
subjects as budgetary preparation 
and control, the role of systems in 
creating management information, 
and research in the field of business 
systems. Another part of the pro- 
gram, Known as Panorama, will pro 
vide a quick, but comprehensive 
coverage of the latest developments 
in scientific management. 


AMA profit-oriented course 

Gabriel N. Stilian, manager of 
the Administrative Services Division 
of the American Management Asso- 
ciation, has announced that the vital 
new AMA course on Data Proces 
sing and Management Information 
Systems will be held for the fourth 
time this November 27-December 1, 
at Saranac Lake, N. Y. 

Designed to demonstrate how 
data processing systems can make a 
positive contribution toa company’s 
net profit, instead of creating a tre- 
mendous overhead expense, the 
course was given in June, July, and 
August. It has already been attend: 
ed by nearly 100 executives and 
managers, ranging from the presi- 
dent of a large utility to the EDP 
manager of a wholesale warehouse. 

‘The course is divided into three 
sections, each tailored to the needs 
of a specific group. They are entit- 
led, Fundamentals of Data Proces- 
sing for Non-Data Processing Exec- 
utives, Basic Data Processing Man 
agement, and Advanced Manage- 
ment Information and Control Sys- 
tems. 
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“from the DUPLI-MAIL line of addressing labels” 

OW 

Be Here's one masterpiece that gathers no dust. Companies every- 

ud where keep Dupli-Snap labels busy speeding their mailings effi- 

Lre- ciently. No special equipment needed, and you get up to six copies 

the of your mailing list with a single typing. 

ind Dupli-Snap labels are the carbon-interleaved member of the 

nd “Dupli-Mail” line . . . a growing family of gummed addressing 

nnd labels designed to meet every modern requirement at low cost. 

esi- Remember, labels are the key to economy and efficiency in 

DP mailings, Find out what the “Dupli-Mail” label system can do for 

Ise. your firm. See your stationer today, or write to Eureka for samples, 

ree 

eds 


: QxeeGA EUREKA SPECIALTY PRINTING CO. 
= >) BOX 149, SCRANTON 1, PA. 


@r. M. REG, U.S. PAT. OFF. & CANADA 


(Circle No. 20 on Reader Inquiry Card) 


ENT SEPTEMBER 1961 


SS. 


a a 


£ ae 7 ie if a ae =@ 7-5” ~~ ARAN — on baguee * ‘4 ea a le ae 7 ~~ - oe ee <S. a ta 
oe 
ny | = 
Is ” ‘= 
BN an —% 1 er FTN Mo 
ee Sie 
a 
ige- ; a 
cat pl 3 
Taney 
So ll | ; 
re ; ; , - : A. es i ~ ee — > a a " wie : al - -. “a ih, __ pm eo 4 res oe . al sis 7 


Wy 


t ichievin g 


field sal where quality 
wtionand economies are daily — 
. ATF has achieved or 


: dain. The result: a line 
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Don’t let paper work 


rob you of profits! 


Are your business forms stealing valuable time and efficiency? 
Let Reynolds & Reynolds “custom-tailor” your business forms 
to fit your needs . . . protect your profits and enhance your 
prestige. If it’s a multicopy, die-cut, combination form . . . or 
a simple memo sheet . . . individual or continuous . . . colorful 
or plain . . . if it’s a “working” business form you need .. . 


Call a REYNOLDS & REYNOLDS REPRESENTATIVE 
today . . . offices in most principal cities . . . no obligation! 


The Reynolds & Reynolds Company 


DAYTON, OHIO « CELINA, OHIO « DALLAS, TEXAS * LOS ANGELES, CAL. 


BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems 


ADMINISTRATIVE MANAGEMENT 


i 
“ie 
er 
k 
. —_— 
— . 
t 
vs 
a RS 
$ a . ¥ es ee 
uate oe 
Di ee “ppt, Bm a cP fiaeal 
3 oe “a an Ae al 
reg ad Sg ae ge oo 
a ee a te. ‘ogee gee 
veces. 83 ct j Sot ee: te - 
ae ey : he ) i eee Be ee ot. 
4 “ Cg! . te RS ey Be eo. by ees ORDE a <e. 
: aed nk Sy ine & ee bape - ~ J our * ae 
ee ee SN 8 a ee a R- 00984 
hes Ra ee a Si a hy ently SPS etn 
. UE eR Es Ee ae gD Se | 
qi 4 ee tie Ki ip Bnet os ee ee Pres be Troy” pee . — meats. Bro R Mn at aca 
> : > nee 2 a i tt ts As a SOD re Wee. ey GS | _ sheer ee : 
4 a og i BE ec 
I i a es. Ss ame hi ge rica oT et. 5 ee erates ca, omit pric se ye” = high gs Sg 
Se a ie Se ee. ees of ae fae Ys. ot ee rg ee UN} a= PUREE Oh Said aR mae 
é i 70.7" —17eRms oe 2 ae —- DE. |= ia ties eee 
ee eo Pe pay y ‘Net SPS eae eee = Me tee Rpt as Se 
‘ hee —apeR- Bodh got g - as : Fe nie =p | Re cea sab 
—SeTOMER eee ft 47 101 —scriPTtOn Spee 25 eae. caeets & 
us Bi be Se aoe — pese™ wae SER are aa a= oo aia Bete OT nia a 
: i 6598779 patted: Ska ghar Deke. ie 2 ae gee acs aa Tbe ge ie 
y B 6 4 — gniPreo a == connec! a é Pah “2 Fe ties =i fe oe yO ay er Bo % 
“aa ; ‘ RED QUAN | oe ee SE ie octaes cre y eas Re tas athe YN a ee te epee 
ae Quan OFF Lt Se Sie Ne a MS ML pe ne ee Oo | aa ng Rash Be 
= 7s ae LE iad dtc) Dae ae 3% Sweaters Se ee. het es OY ee eae a oi 
; ’ gape gS. patting : ee ee ke eee eee | Sm pha Maa Sek eect ie Rei Ge 
vs 8 $i wa a UE ime SU MA Me Ae elt Memes OBA) ANTE oo acta 
net. aes Ones ok, : oie ag i ea Y 3 as, gee See x —- 90-6 td S er ei 
2500 © een ‘ -: ot noe Sy ee ae Pa, Fc | AA Flas oe 7.¢. Pe ety Ride oak Ree pS | 
i a Se ee Sipe... a on YS de a ee ee re ee 9 
a see oe ae ie gocke as RE nL a) Oe Ps RR ee, a DO 9 .40 
ae Bodo. | gad SORE Se Se et ee A eiey 
eee frye Vs Ss es ae ie ae Wee Sl ee eee , 
Os ESE a oO. os ae ax OOHP 2} Big BEERS ae sete, Sakae Ya 
, é | see “a Bare Bet! omy a: gti : ae Ae . ~ ie ion 4 Wey ae Se eg 
os ae q setae NS als Vice rep pee ais eg a sg hie's RR at EO ie 
7 ee Oe oS ne = st nk cr 
ies” agen Ro. ys Ps a tg Se Nee at Pe Sao eoeameammmmce chive “Lanne 
eter amen. Vg RBA Seta a 2 a ie ae is QR con Dor Be a 
Rog Oe ae a2 : ne ip Sag or a eg Ft:; es ee eee cee” é 
° on Be a ive la. Se ee eka Pep SS ee ee ‘ 
Tad Rare e. , PREG Ne BR ee, ee pT RR ae 
a eee, _ a a eae Ce a _> 
a ei ee (eS a ER ey uh yor. a ‘¢ SE eae ad 
yee ~ ee eee ee ee & | = petal = 
oe ia a, ee ee 
Mg sep ess ae 2h Bae ee 
+ O24 ee ‘ia \ 
A elt <b oh ok Ae eee 
i. | 
! 
' Wil 
oth 
Pi ott 
seg 
- rec 
“a tro 
| , on 
ag lac 
} ter 
4 we 
i Deen: 
to 
| ee ¥ 
: | it ¢ 
E f syn 
234 Wo 
( 
Py 
: Spe 
“8 
> : r) 
= £ + 
: a , i ; / . + na Ha abo So eee a a: , = — bs . , 


AENT 


Administrative 
Management 


. . a brain trust 


. . a built-in systems cell 
. . management's high level task force 


All these help define— 


THE “COPE” UNIT 


By RALPH FE. STRERE 


IN THE LAST DECADE, we have been bombarded 
with speeches and articles analyzing the rising costs of 
ofhce administration, but most of the authors have been 
off-target with their conclusions. They pinpoint minute 
segments of administration — things like forms design, 
records retention, clerical absenteeism, etc. — as the 
trouble spots. Instead, we should be training our sights 
on more obvious, widespread administrative weaknesses: 
lack of communication, coordination, management in 
terest, and technical skill. These are the obstructions 
we must COPE with if overall administrative costs are 
to be kept trom skyrocketing tar out of proportion. to 
other business expenses. 

COPE is usually a negative-sounding word because 
it denotes “a struggle.” But let me show you how it can 
symbolize a tresh sweeping force in the office; in other 
words, a positive, total action to cut costs. 

COPE can stand for Corporate Organization and 
Procedures Economy. it can be the title for a separate 
specialized stafl at the corporate level which directs 
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A new concept in administration 


September 1961 


full attention to the art of administration and its im- 
provement. This unit would be responsible tor all 
company betterment programs in the realm of systems 
and procedures, organizational planning, records man- 
agement;-management control, etc., and also such gen- 
eral administrative services as office maintenance, 
stenography, mailing, and space allocation. 

Phe advantages of housing all of these responsibilities 
under one roof are: 

1. Administrative functions are taken away from 
operating people, enabling them to concentrate on thei 
primary duties. 

2. Systems and procedures, organizational planning, 
management control, and other administrative improve- 
ment projects are efficiently coordinated. 

3. Since all office service functions are tied together, 
personnel can be economically utilized and their skills 
expanded. 

4. The overall administrative problem can be defined 
and analyzed. 

5. Management indicates to everyone that it con- 
siders administrative improvement one of its major 
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concerns. In ettect, a clear warning is issued that admin- 
istrative sloppiness will no longer be tolerated. 

How badly is a new approach, like COPE, needed in 
office administration? Well, let’s face the facts, ofhce 
administration has become the stepchild of management 
and could stand a lot more attention. If you want proof 
of this, step out of the office for a moment and take 
a look at factory operations. Here you see a different 
story. Production costs have been refined to a neat 
science, work loads established, individual output 
measured, product quality controlled, and job costs 
predetermined. 

Now, go back to the office. What have you there? 
Essentially, none of the measurements and controls you 
just saw are being used. Amazing, when you consider 
that administrative and clerical workers generally out- 
number production people. Certainly, administrative 
procedures and volume paperwork are eligible for the 
same type scientific approach. 

It has been agreed for years that white collar per- 
sonnel perform better when they have clear-cut job 
definitions, a complete understanding of the quantity 
and quality of work expected from them, and an 
assurance of fair work distribution. However, little has 
been done in this area. 

Administration is riddled with waste and inefficiency 
because management foolishly downgrades it as strictly 
a non-dollar producing function — a necessary evil re- 
quired to support production and sales. Therefore, the 
bright, young executives, seeking high salaries, prestige, 
and fast advancement, gravitate to other fields, leaving 
administration in the hands of the less talented. Deleat- 
ism has become a byword of administration. Its people 
have been beaten back so often in their attempts to 
make improvements that they have become oj/fice 
zombies. 

During the past 20 years, wholly new management 
concepts, tools, and disciplines have appeared. Such 
things as ofhce automation, geographic decentralization 
of production and administration, product diversifica- 
tion, and government regulations have strongly affected 
corporate organization, yet little of this is reflected on 
the average company’s organizational chart. ‘To check 
this out for yourself, find the oldest organizational chart 
in your company’s records and compare it to you 
present one. You will probably be shocked at the 
“sameness” of the two. What is more shocking is that 
many a company doesn’t even have an official organiza- 
tional chart. 

The reason for today’s organizational problems lies 
in the fact that no one administrative individual or 
group has universal responsibility. Charts and manuals 
are the creations of various departments. Major changes 
on the corporate level are usually enacted on a crash 
basis only after serious structural problems develop. 
There is no solid foundation on which to erect sound 
functional administration. Rather, there are blurred 
lines of authority, undefined responsibilities, overlap- 
ping of duties, overworked and underworked person- 
nel, and general confusion at the lower levels. 

The office paperwork “explosion” is another problem 
demanding COPE-style attention. While gradually 
sinking under a steady stream of memos, reports, and 
operating forms, management has attempted to ease the 
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“COPE” CREATOR AND HIS 


RALPH E. STEERE is the assist- 
ant vice-president, Management 
Services Division, Sanderson & 


Porter, Inc., a New York engineer- 
ing and consulting firm. He is an 
authority on administrative systems 
and controls, having improved these 
areas in leading corporations. The 
“COPE” concept is a progeny of his 


practical experience. 


load by purchasing office machines and establishing 
systems and procedures groups. Well, machines seem 
to breed more paperwork, so this is no solution. In 
theory, systems groups are a step in the right direction, 
but they are olten handicapped from the outset. Man- | 
agement usually relegates a new systems unit far down 
in the organizational setup under some accounting op- 
eration, thereby curtailing its authority and ability to 
cross departmental lines, its coordinating activities on 
company-wide projects, and its clear-cut channel to top 
management's ear. 

Furthermore, systems groups are olten statled with | 
inexperienced and incompetent personnel and assigned 
to small day-to-day isolated troubles instead of being 
given time to study and solve broad major problems. 
With all these strikes against it, a systems unit Cannot 
do much tor management. 

Administrative wastes and inethciencies cannot be 
solved by hallway measures, part time etlorts, or crash 
programs. The answer lies in a permanent specialized 
statl—a COPE unit. A good COPE operation will return 


tangible dollar savings of $5.00) for every 51.000 of 
wages paid to its staff members. 

COPE will provide the art of administrative im- 
provement with a fresh start. It won't be plagued by | 
the psychological bad taste connected with today’s 
unsatisfactory systems, reports control programs, etc. 

Besides the pertinent advantages discussed earlier, 
there are some supplementary benefits to be derived 
from COPE. The unit's personnel will quickly become 
expert in administrative improvement since they spend | 
all their time in this area. Consequently, the COPE 
group will become a clearing house tor advanced man- 
agement methods—a source of technical information tor 
management. In essence, ity members will develop into 
internal management consultants, who, because of thei 
organizational independence, can deal with confidential 
management problems. This unit may very well be- 
come a training ground for future executives. 


COPE’s strength will continue to grow as the unit 
Wins its spurs and gains confidence. It will become a 
state of mind that draws constructive ideas from many 
administrative people in the organization. Personnel 
will be less reluctant to point out administrative prob- 
lems since they won't have to worry about solving them. 

In addition to the dollar savings it yields, COPE will 
light the ofhce with the dawn of a new day — the day 
when the science of administration takes its rightlul 
place alongside other major Corporate functions. & 
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.. + THREE WAYS TO AUDIT ADMINISTRATIVE EFFICIENCY 


Through his experience in the systems field Mr. Steere, creator of the “COPE” concept, has 
found that there are three fast techniques for detecting weaknesses in a company’s admini- 


strative procedures. These approaches can be employed singularly or in combination. They are: 


1. Experienced Judgment 
This method involves brief, spon- 
taneous interviews of knowledgeable 
people throughout the organization, 
from top executives down to clerks. 
Problem areas can be uncovered by 
asking “leading” questions geared 
to the operating level of the inter- 
viewees. For instance, these are some 
questions that might be posed to: 


Management — 

... Are you getting exact informa- 
tion you need to operate company? 
Is it timely? Can you base sound 
decisions on it? 

... Are you satisfied with paperwork 
operations in general? If not, what 
is wrong? 

... Is someone in management spe- 
cifically responsible for administra- 
tion? Is he technically qualified? 
... Is organizational chart kept up 
to date? Does it reflect true lines 
of authority? 


Office Supervisors — 
... If given time, could you improve 
your operations? Which ones? 
... When you initiate changes, do 
you have difficulty gaining approval? 
... What problems are faced if you 
install changes that cross depart- 
mental lines? 
... Do you ever feel need for expert 
advice on ways to improve opera- 
tions? 

Do you have work backlogs? 
To what extent? How does this 
aflect company? 
... When was last time your com- 
plete operation was objectively ana- 
lyzed? Was this done by someone 
outside your department? 


Office Workers — 


... Do you make suggestions con- 
cerning improvement of your job? 
If not, why? Do you have any ideas 
for improving your job now? 

When you make suggestions, 
are they thoughtfully investigated? 
Are they ever adopted? 

... Has your particular routine been 
changed or reviewed in last year? 
Three years? Five years? 
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2. Flash Measurement 
Hard figures on current work vol- 
umes and costs are the most effective 
barometers of operational efficiency. 
These can be obtained in the office, 
just as well as they can be in a plant, 
providing meaningful measurements 
are taken. To illustrate, here are 
some areas that should be investi- 
gated in a paperwork control survey: 
. . « Cost of all types of new filing 
equipment purchased in past year. 
If cost data can be ascertained for 
last five years and line-graphed by 
vear, the rising dollar curve may be 
very significant, especially for esti- 
mating future spending. 
. .. Dollar volume for stationery and 
paper purchased. Multiplying num- 
ber of reams purchased by number 
of sheets in ream (500), supplies 
rough working figure on number of 
documents created to run company. 


. « « Quantity of paperwork main- 
tained. There are 1.6 cubic feet of 
records in letter-size file drawer and 
two cubic feet in legal-size drawer. 
By multiplying 2,500 sheets of paper 
times cubic-foot capacity of files 
used, number of pieces of paper on 
file can be determined. 


. .» Degree of document duplication. 
This can be analyzed by checking 
distribution lists of various reports 
created by internal reproduction de- 
partment and/or by examining all 
reports sent to a key executive. Also 
check the number of duplicating 
masters, or special papers, used to 
feed office copiers. Investigations 
like this can pinpoint unnecessary 
records duplication. 


. . - Amount of paperwork needed 
to process customer orders, Count 
the number of different forms, etc., 
employed from the time an order is 
placed until the customer's payment 
is received. Note whether or not 
completion of order is delayed by 
paperwork involved. Also check 
back through customer complaints 
and note how many resulted from 
inaccurate or slow paperwork. 


3. Standards 
Experienced Judgment and Flash 
Measurement investigations will 
usually indicate that administrative 
costs are rising because of the in- 
creasing volume of paperwork and 
people utilized to get work done. 
However, this does not mean much 
unless the specific findings can be 
compared to valid standards for cur- 
rent office costs and methods. Un- 
fortunately, such guideposts are the 
missing links of office administra- 
tion. These are examples of the type 
of standards needed: 
. . . Ordinarily, there should be no 
more than five cubic feet of records 
maintained for each general office 
employee, 10 feet for each account- 
ant, and eight feet for each member 
of purchasing department. 
. . . Reference to central records 
files should cost no more than $1.50 
per look-up. Per-reterence cost can 
be found by dividing number of 
yearly references into total annual 
cost of related salaries, floor space, 
filing equipment, and other records 
overhead. 
... For each dollar spent on print- 
ing a form, no more than $10.00 
should be allocated to create, proc- 
ess, and maintain it. 

. . Top management should op- 
erate with about six key monthly 
reports. 

... If same information or routine 
letter is typed 15 times a month, 
or more, form letter should be cre- 
ated to handle all corresponding 
cases in future. 

... In an automated manufacturing 
operation, there should be about 
one office employee for every eight 
production workers. In a non-auto- 
mated operation of this kind, the 
ratio should be about 1 to 10. 

. . . Office administration cost, i.e. 
personnel, equipment, space, etc., 
should be less than 10 per cent of 
gross income, 


The standards listed above 
are generally valid, but may not 
apply in specialized office situations. 
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Only Hammermill 


Graphicopy 


Papers come . 


in this sturdy, 
re-usable 
carton 


You'll find a score of uses for the unique Hammermill 
Graphicopy Paper carton. This carton is designed to 
be used again and again. It is extra strong—yet it opens 
easily without ripping the carton or tearing your finger- 
nails. Just pull the top to open and tuck it in again to 


close. The carton is perfect for deliveries, for filing and 
for storage. You'll like its convenience in use and re-use. 


With the handy Graphicopy “Paper Selection Here’s the big reason for buying Hammermill - 


Guide” you're sure of getting just the right} Graphicopy Papers! They’re made right to run p 
“p 


paper for all your printing. duplicating and — right on your office equipment. Get your “Paper F 

general office use. One glance at this chart Selection Guide” now. Ask your Hammermill bi 

tells you the Graphicopy item you need and — supplier or write Hammermill Paper Company, mn 

its order number. Reordering is easier, too. 147] East Lake Road, Erie, Pennsylvania. r 
(Circle No. 25 on Reader Inquiry Card) 

18 ADMINISTRATIVE MANAGEMENT SI 


; ee Gee 
f Se ; : a et “a 
: Al lange ile. 4 
as re Ba 
3 «i 4 a eh J 
a ai eee  — —— “4 
. = -4 — , —s < 
. oe bee ee 
= MO x Fis yo "iA ti ae 
/ * ~~ Y Weg. TO Pea ces a? 
4; ‘ r rt id P Wa his x ice : of 
; a — : ; “ dif 4s ee = one sot : % 
; “YS <F a , ‘My 
‘ 3 St » Aa Bilis By 
ie > : 7” @ po yy oO) 
: ~<a CR = Ye 2e 6 hy cic 
Py Ne SM RNG ie Y 
; lg Ny 4 Y it OLa7 JA ) oan 
>, eS LENCE A 
| 8 i Ae 6h A ny Yip th 
na ¥, Y 5 par Y en 
% VA Ly iy 
LG, ‘YZ . 4p 2 an 
s 5 J, OF. ve 
He to 
: we. ee yt tt } ev 
} ae » m 
rs = — ) “ O 
, > “en df a. Pep, rs; he 
i ie y » i — 2 tM 
a is es ’ ey “& > \ ’ ; : —s C3 " 1¢ | ol 
| ee Bee & = gl hh 
? ! ioc — \= he st x » \ st 5 a \ Cl 
; —— = Eat oe ‘ iL i » A ol 
i ‘es swamp TOO sll P ; i 5 a | D ra 
aa ie at mer ‘ ae i BS = = 7 pine - os Sy = ey Ppaet e i 5 i’ f : =a a a Ps rs - ee | . 
cit. ia alll Ala: lie ee a eS eS Ul EE Ee 


ENT 


ere ee 


>, 3 * f 7 


FRINGE BENEFITS ARE WAGES 


But, do your employees appreciate them? 


By FRANK W. GRAY 


ONE CHRISTMAS a company de- 
cided to give each of its employees 
an 18-pound turkey in addition to 
the customary annual bonus. The 
employees were visibly impressed, 
and some even sent special thanks 
to management. During subsequent 
vears, however, this extra gilt came 
to be regarded as a condition ol 
employment. Wives of employees 
even called up the company de- 
manding to know just when they 
could expect delivery of their tree 
holiday turkeys and whether or not 
they could have an extra bird on 
two for relatives. 

This instance refiects the attitude 
of many of today’s employees about 
fringe benefits in general. When an 
employer pays tor, or shares the cost 
of employee insurance, medical, and 
pension plans, ete., he is actually 
raising wages by the amount of his 
contribution. Yet, unless he does a 


FRANK W. GRAY is a free lance 
business writer. He has had manage- 
ment experience in sales and advertis- 
ing and was formerly an executive of 
the Mission Dry Corporation. 
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topnotch internal selling job on 
what the company is doing tor its 
people in the way of indirect pay- 
roll increases, his employees are 
likely to take fringe benefits for 
granted and not connect them with 
the basic wage scale. The reason for 
this is that benefits do not make 
a jingling sound in the pocket o1 
add to the bulge of a wallet. Like 
social security and unemployment 
pavroll deductions, they represent 
intangible values which may never 
materialize for some employees. 


In direct and hidden payroll fig- 
ures, an employee may represent 
an annual cash outlay of $6,000 
to his emplover, but only receive 
as littl as $4,500) to $4,800) in 
spendable income after tax deduc 
tions. He never sees the money spent 
by the company for his future wel- 
lare. People only get excited about 
things they can see—like cash they 
deposit in a bank or spend to buy 
anew TV set. 

Many thoughtlul employers are 
now re-examining fringe benefits 
programs trom the aspect of mount- 
ing labor costs, and to decide 


whether or not the purposes of the 
plans have been attained. The orig- 
inal motives behind fringe benefits 
were commendable enough. They 
were supposed to create happier 
emplover-employee — relations, — de- 
crease costly turnover rates in or- 
ganizations, and provide a greater 
sense of individual security and 
loyalty by doing for people what 
they could not, perhaps would not, 
do for themselves. Some of the com- 
panies which took the initiative in 
providing these extra protections 
are now disillusioned by the = di- 
minishing returns aspect of the sit- 
uation. Management is beginning to 
wonder if its paternal intentions 
are destined to lead only to highe 
overhead and have no long-term 
effect on employee wage satisfaction. 

Some companies have been ex- 
tremely liberal with their emplovees. 
They provide tree medical treat- 
ment, vitamin pills, lunches, uni- 
forms and equipment for athletic 
teams and social affairs, as well as 
personal use of telephone, mailing, 
and other facilities. Even though 
profits justify such generosity, it is 
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Without a carefully planned paperwork system a company is missing out 
on one of its finest opportunities to improve profits. Low form cost is 
important. But, the really sizable savings in business forms is determined 
by what the forms do... the control, the speed, the cost reduction they 
bring to company operations. This is why the help of your Standard Register 
business forms representative is so valuable. He can make the purchase 
of your business forms an exceptional value. Want proof? Ask him to show 
you case histories illustrating how planned paperwork gives a company 
competitive advantages. 


STANDARD REGISTER 
cy BUSINESS FORMS 


PAPERWORK SIMPLIFICATION / THE STANDARD REGISTER CO., DAYTON 1, OHIO 
(Circle No. 56 on Reader Inquiry Card) 
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Benefits can lift morale 


a dangerous precedent to set. When 
depressions or recessions require 
financial corner-cutting, resentment 
over what can no longer be done, 
rather than appreciation for what 
has been done, is frequently the net 
result. 

Although it may appear so up 
to this point, this text is not in- 
tended to be an argument for abol- 
ishing fringe benefits completely. 
Employee morale is definitely a 
major concern of management, and 
anything contributing to its en- 
hancement is good business. It must 
be remembered, though, that people 
usually appreciate things in propor- 
tion to the amount of effort and ex- 
pense needed to get them. In line 
with this quirk of human nature, 
here are some suggestions for get- 
ting the most mileage out of an 
employee benefits program: 

1. Set up group insurance and pen- 
sion plans for long-service em- 
ployees on a voluntary and _ partici- 
pating basis. 

2. Improve working environments 
from the viewpoint of organization, 
comfort, pride, and efficiency. 

3. In the case of cafeteria service, 
medical and first-aid stations, ath- 
letic and recreational facilities, etc., 
make the employees partners in the 
cost by charging reasonable rates for 
the services. 

4. Discourage personal use of com- 
pany time, materials, or other prop- 
erties, by posting and enforcing 
work rules that impose definite and 
impartial limitations on this prac- 
tice. 

5. Continually sell the employees, 
through a manual, house organ, or 
bulletins, on the “extras” the com- 
pany is providing for them. 

6. Consider some form of incentive 
compensation, based on the attain- 
ment of work quotas, long and 
faithful service, etc. This type of 
program must be understandable, 
fair, and flexible enough to be 
adapted to timely objectives. 

7. Before extending fringe benefits, 
consider the alternative merits of a 
direct payroll increase of equal cost 
to ownership. A few extra dollars, 
weekly or monthly, hold an unbeat- 
able appeal for people who want to 
buy now and worry later. 4 
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‘Money’ eating into your profit? 


“Lazy money”... money tied up by laggardly billing... ups your costs, cuts 
your profit, dulls the competitive edge of your product. 

Eliminate it. Get and keep your billing up to date with the Ozafax 120. Order- 
invoicing by Ozalid, fastest known way to process your orders, frequently 
reduces the time cycle between shipping and billing from 8 days to 2! 
Faster, error-proof Ozafax billing saved one company $15,000 yearly... 
another $17,000. What can it save you? 

Make your money work harder for you. The coupon brings facts on this com- 


pact, multi-purpose table copier. Mail it today. OZALID” 


Division of General Aniline & Film Corporation, Jonnson City, New York 


REMEMBER, FOR PEAK EFFICIENCY, ALL OLAFAK COPIERS WORK BEST WITH OZAFAK SENSITIZED MATERIALS 
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(Circle No. 45 on Reader Inquiry Card) 


OZAFAX 120° 

Lowest priced one-step whiteprinter on 
market. Reproduces any translucent material 
up to 11” wide. Fits easily into your 

present order-invoicing system. 


cn 


Mr. James A. Travis, Mgr., Marketing | 
Ozalid, Dept. 124, Johnson City, New York | 
More information please, on how the Ozafax 120 can | 
increase my liquid assets. ] 
Name_—_ 
Firm_—___— 
Address_— 
a | 
cecsumitasaiias in enapsinpe ittasamaniciasimnimaednaniania 
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To change or not to 
change, that’s the 
administrator’s 
problem 


By RAY E. BROWN 


This third installment of — Mr. 
Brown’s frank analysis of management 
motives and conduct deals with the 
administrator's behavior in the face of 


change. 


THE MOST IMPORTANT thing 
the administrator administers — is 
change. His task can be defined as 
continual reconciliation of the or- 
ganization to constant change. Un- 
less he himself possesses the neces- 
sary degree of flexibility, he cannot 
expect to contend with the shifting 
circumstances which confront the 
organization. 

Administrative adaptability is al- 
ways difficult. First, there is the 
problem of morality—simply stated 
right and wrong. Most business sit- 
uations faced by the administrator 
cannot be answered for him by the 
Ten Commandments, or any other 
moral code. At best, these codes 
only point him in a general direc: 
tion, but they do not map out the 
specific trail for him to follow. He 
is mostly on his own as he tries to 
cut an administrative path without 
cutting moral corners. ‘This means 
that he must develop a_ built-in 
moral compass — a set of personal 
convictions about what is right and 
what is wrong in the business world. 

The trouble with convictions is 
that they are sometimes founded 
on emotion instead of reason. This 
makes them dangerously like prey 
udices, very difheult to change. 

Because he cannot always sepa- 
rate his personal feelings from the 
organization's purposes, the admin- 
RAY E. BROWN, a professor at the 
Graduate School of Business, Chicago 
University, is also chairman of the ad- 
visory committee of the American 


Hospital Association’s Administrative 
Counseling Service. 
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THE STATUS QUO 


istrator with = strong = convictions 
sometimes becomes a crusader and 
sees himself as a man with a mission 
rather than a program. This means 
he uses the organization as a tool to 
promote his own ideology. In do- 
ing so, he neglects the aims of the 
organization. 

Phe administrator with a mission 
believes in change, but he usually 
wants to change everything except 
himself. He is prone to 
sell-vighteous and convinced that 
“the king can do no wrong.” Once 
high-minded, he can also become 
high-handed and adopt an attitude 
that the ends he seeks justify any 
means available. 

Naturally, this outlook handicaps 
the administrator's ability to adjust 


become 


to changing situations. He cannot 
adjust’ because he cannot compro- 
mise. He doesn’t recognize that 
gains are seldom made without some 
There are lew 
choices where the gain is absolute, 
and usually, one must take a little 
of the bad in order to get some of 
the good. 


sort. ol sacrifice. 


The administrator can be chained 
to his own mistakes by worshipping 
precedent. The origin of certain or- 
ganizational policies and practices 
may be so ancient as to be un- 
known, but their wisdom goes un- 
questioned. They are perpetuated 
by tradition, and anyone who chal- 
lenges them is automatically deemed 
an agnostic. Like the lighthouse 
beaming its light several miles in- 
land, because of a shifted shoreline, 
some administrative policies which 
guided the corporate ship in’ the 
past eventually became useless. The 
effective administrator must look to 
the past for guidance, but not let 
it become an indisputable object of 
worship. 

Another common administrative 
cult, “The Order of the Holy Cow,” 
labels certain policies untouchable 
because they are the offspring of 
the administrator himself. The in- 
fluence ol personal identification is 
a powerlul deterrent to progress. 
The administrator often defends the 
status quo because he helped cre- 
ate it, or thinks he did. He may 
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also defend it simply because he is 
associated with it. 

The administrator is, of course, 
ultimately responsible for all pol- 
icies and practices in the organiza- 
tion and naturally feels that an 
attack on them is an attack on his 
administration and him personally. 
If he isn’t careful, though, he may 
find himself going to great lengths 
to explain and justify practices 
which he really doesn’t understand 
himself and which subsequent  in- 
vestigation may show to be contrary 
to policy. If he is too quick to de- 
lend, he may find himself sanctily- 
ing someone else’s error. It is true 
that one cannot disassociate him- 
sell from his own herd, but this 
does not mean that the adminis- 
trator must play “sitting bull” and 
refuse to budge. Change does not 
necessarily mean that things have 
been done wrong in the past. How- 
ever, the failure to make a needed 
change is a guarantee that they will 
be done wrong in the future. Few 
successtul administrators have ever 
gained status in the status quo. 

The status quo scems to appeal 
to administrators. The average ad- 
ministrator is a conservative be- 
cause the nature of his work makes 
him that way. His prime function 
is maintaining organizational — sta- 
bilitv, and as we said before, he 
can only afford as much change as 
he can reconcile with this equilib- 
rium. Thus, he tends to seek change 
in small-size packages and on the 
installment plan, 

Organizational control is anothet 
of his major functions. This re- 
quires a high degree of conformity 
among the various members and 
units of the organization. Innova- 
lion is a natural enemy to  con- 
lormity, so he must hold innova- 
tion within digestible limits lest he 
lose control and become just a 
figurehead in a free-wheeling organ- 
ivauon. This need for contormity 
restrains his willingness to accept 
change and makes him= wary. ol 
those who attempt to introduce it. 

His anxiety about operating ef- 
ficiency also turns the administra- 
tor against novelty. 


Operating 


smoothness depends upon a well 
charted course of action and upon 
a well-trained erganization. Perpet- 
uation of policies and practices is 
the easiest means to both these 
ends. 

On the other hand, there is a 
significant difference between being 
“in the groove” and being in a rut. 
‘The administrator's willingness to 
make appropriate Concessions to the 
realities of a constantly changing 
environment will determine to what 
extent he actually functions as an 
effective administrator. If he fights 
change consistently, he is simply 
plaving the role of an organizational 
caretaker. “This does not mean the 
administrator should abandon his 
outlook. The 
quences of his actions are usually 
of such importance to the enterprise 
that it is his duty to look betore 
he leaps. 

In addition to being conservative, 
the effective administrator must be 


conservative conse- 


determined in his goals. He knows 
how easy it is to have a program 
sidetracked by laxity or opposition. 
He also knows the value of project 
momentum and that even modest 
change in direction can produce a 
strong braking action. He learns he 
cannot deal simultaneously with all 
his problems; he has to dog each of 
them tenaciously, one at a time. 
All of these things mean that the 
administrator must develop a cer- 
tain level of purposeful stubborn- 
ness if objectives are to be accom- 
plished. He must be careful, of 
course, not to allow this to de- 
velop into mulish obstinacy. 

‘The tendency to confuse practices 
with purpose sometimes prevents 
an administrator from acclimating 
the organization to changes taking 
place about it. He should be goal 
oriented, fixing policies and prac- 
tices to meet goals. In other words, 
he ought to worry more about what 
is being done than how it is being 
done. This does not mean he should 
neglect smoothness and efficiency of 
operation, but it’s a waste of time to 
do things well when what you're 
doing is worthless. e 


(To be continued next month) 
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LOW-COST 

DATA PROCESSING 
CENTRALIZES 

BRANCH BOOKKEEPING 


At the Great Western 
Loan & Trust Company 


THE MULTILOFFICE accounting 
operation of the Great Western 
Loan and Trust Company, of 
Texas, is now being expedited by 
an economical, time-saving data 
processing system — the first of its 
kind to be installed in the loan 
field. Flowing into the San Antonio 
home office from the company’s 21 
branches are daily reports on: new 
loans, loan payments, insurance pol- 
icies issued on financed property, 
premium payments, etc. The figures 
are balanced, summarized, and an- 
alyzed in a_ headquarters data 
processing section employing Royal 
McBee keysort punch and _ sorting 
equipment. 

This centralized EDP system has 
relieved Great Western branches of 
a heavy bookkeeping burden. When 
the company first started, each 
branch did its own accounting. As 
the enterprise expanded, however, 
and insurance transactions entered 
the picture, along with increased 
financing activities, branch man- 
agers found themselves spending 
more of their own time straighten- 
ing out the books than recruiting 
new business. 

It became evident that the dis- 
persed accounting procedure was 
leading to chaos. Only a full-time 
certified public accountant in each 
office could cope with the situation, 
and the company could not afford 
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Great Western clerk inserts keysort needle through 
loan transaction cards to sort out specific ones. 


to hire one for every branch. 

The answer to the problem was 
low-cost centralized EDP. In con- 
junction with representatives of the 
Royal McBee Corporation, Great 
Western officials designed and in- 
stalled the system that currently 
handles their entire accounting 
cvcle, from the initial branch trans- 
action to the final posting stage at 
the home office. 

Briefly, here’s how the operation 
works. Branch transaction reports 
are sent to the home office daily. 
Let’s follow the procedure for ex- 
pediting a new loan. 

At the home office, a metal punch 
printing plate bearing the custom- 
er’s name, loan number, loan 
amount, and payment terms is 
produced .This plate is turned over 
to a data punch operator, who 
prints the information on a master 
customer identification card, a_be- 
ginning balance card, and a card 
for each type of insurance coverage 
specified in the loan contract. These 
are all McBee keysort cards. 

Common sorting codes, like the 
branch number, accounting Classifi- 
cation, etc., are notched along the 
card edges with McBee electronic 
grooving and punch equipment. 

These cards are subsequently 
grouped with other loan cards into 
master decks necessary for generat- 
ing daily summary cards on tabulat- 


ing machines. The McBee keysort 


method is used for sorting. This is 
a process involving the insertion ol 
a needle through a particular code 
hole in a deck of keysort cards. 
Cards within the specific loan classi- 
fication being sought have had this 
hole notched out and do not accept 
the needle. ‘Thus, when the needle 
is lifted, all the cards in the required 
category Lall out of the deck. 

Summary cards created from the 
sorted master decks are combined 
on a weekly and monthly basis to 
produce summary tapes of branch 
trial balances, account distribution 
records, etc. These tapes are turned 
over to an accountant who posts the 
information in a general ledger. 

When customer identification 
punch plates are no longer needed 
at the home office, they are sent to 
the branches where the loans origi- 
nated. Each branch keeps a master 
file of plates for every one of its 
loan customers. “The branch = offices 
also have a McBee data punch ma- 
chine on their premises. ‘Therefore, 
they are fully equipped to print 
and code notch keysort card copies 
of receipts they issue on loan pay: 
ments. These receipt cards are also 
forwarded to the home office for 
centralized accounting. 

Branch bookkeepers must main- 
tain one set of transaction ledgers, 
strictly for answering customer in- 
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Royal McBee keypunch machine is used to notch 
loan identification codes along edges of cards. 


quiries, but this is a simple opera- 
tion compared to the work taken 
off their shoulders by the centralized 
EDP system. 

Great Western’s centralized ac- 
counting system is also of assistance 
to management and the home oflice 
by: 

1. Keeping records current at all 
times. Financial reports and statis- 
tical analyses are available as much 
as three to six weeks earlier than 
ever before. This enables manage- 
ment to base its operating decisions 
and plans on timely data. 

2. Eliminating the possibility of 
any undetected out-of-balance con- 
dition. Most of the accounting 
errors that used to occur in both 
business and cost bookkeeping no 
longer appear. 

3. Revealing loan payment de- 
linquency quicker, thus making it 
possible for this type situation to be 
corrected before it gets too serious. 
Thanks to the new system, the 
companys’ bad debt rate has been 
cut to eight-tenths of one per cent. 

Great Western’s integrated EDP 
accounting system is definitely pay- 
ing off in terms of time and money 
savings, plus tighter controls, at all 
operational levels. 


E. M. Stevens, the founder and 
president of Great Western, says, 
“. .. This system contributes sub- 
stantially to our profitability.” & 
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Tabulating machine operators, like this 
one, produce weekly and monthly sum- 
maries of branch transactions from the 
loan cards. Approximately 50,000 cards 


The customer's name, loan number, etc., are printed 
on the card faces by means of data punch plates, 


are used per month and from them, 250,- 
000 tabulations are made. The results of 
these tabulations are posted in general 
ledgers by company accountants. 
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By LAWRENCE VICTOR 


THE HAND THAT POUNDS the 
typewriter rules the business world. 
If you don’t believe it, try doing 
without clerical help for a few days. 

Yet, how many companies spend 
even a fraction of the time and 
study on the design of the working 
area that they do on the glorification 
of the executive offices and the re- 
ception room? Custom sanctions 
this situation and, frankly, if an 
executive devotes his business life 
to the welfare of his company, he 
certainly deserves the tangible indi- 
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i General area designed for Walter E. Heller Co., Inc. by Michael Saphier Assoc., Inc., N. Y. C. 


cations of his success. Still, if the 
executive is the engine which gen- 
erates the power, the clerical work- 
ers are the wheels on which the 
company moves ahead or — if clerk- 
typist working conditions are poor 
— backwards. 


Give and take 

The emergence of the office 
worker as a personality in her own 
right is one of the reasons why com- 
panies in the know are paving more 
attention to white collar comfort. 
The skilled clerk-typist is no longe 
the faceless unit she used to be; she 
knows her value to the business 
world and no longer accepts proper 


working conditions but demands 
them, or goes elsewhere. In return, 
as survey alter survey has shown, 
she'll give greater, more accurate 
output and drastically reduce het 


rate of absenteeism. 


Regardless of whether the oflice 
she works in is old or new, large on 
small, today’s clerical worker is en 
titled to some fundamental “rights.” 
\mong them are: (1) enough space 
in which to do the job; (2). suth- 
cient light to avoid eye strain; (3) 
reasonable noise control to permit 
concentration; (4) the intelligent 
placement of equipment for easy 
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ON THIS AND SUCCEEDING PAGES, SEVEN OF THE COUNTRY’S LEAD- 
ING SPACE PLANNERS OFFER THEIR THOUGHTS ON THE DESIGN OF 


Jack Freidin, A.1.A. 
Freidin-Studley Associates 


“The purpose of a general office 
area is to provide an environment 
which is conducive to employee pro- 
ductivity and morale. Every element 
in the design of such an area should 
be directed toward that goal. Color 
is used to define the space and to 
provide visual relief, not as an orna- 
ment; furniture is light and function- 
al to be easier to work with; walls 
are of interesting texture to relieve 
the monotony of routine work. 

“Inshort, if any element in a gen- 
eral office area cannot be justified 
in terms of productivity, that ele- 
ment doesn’t belong there.” 

Freidin-Studley Assoc. numbers 
among its clients Al Italia Air Lines, 
Allstate Insurance, General Instru- 
ment Co., and the Canadian and 
Ceylon Missions to the U.N. 


THE GENERAL AREA 


Lawrence Lerner, President, 
Michael Saphier Assoc., Inc. 


“In the design of office space 
there are no rule books, no dic- 
tionaries and no standards. Stand- 
ardization means stagnation. Free 
enterprise and the American busi- 
ness community are a dynamic force 
reflecting the unparalleled intellect- 
val and scientific progress of the 
United States. 

The very basis for keeping the 
office in tune with this progress is 
to constantly interpret and reinter- 
pret the changing needs of business 
as they relate to the physical plant. 
To re-use previously successful solu- 
tions is to invite the paralysis of 
progress.” 

Some of the companies which 
Michael Saphier has served are 
Gulf Oil, Standard Packaging, and 
International Business Machines. 


J. Gordon Carr, A.1.A. 
J. Gordon Carr & Assoc. 


“The trend toward higher salaries 
and the difficulty of getting and 
holding skilled help has put an 
added emphasis on office design. 
The gal who can have her choice 
of jobs—all at essentially the same 
salary—won’t say, ‘| want this or 
that or | won’t work here!,’ but she 
weighs an office’s facilities very 
carefully. 

“As a result, interiors today are 
planned to offer climate control, 
color, lighting, sound control, tex- 
ture, and the feeling of spacious- 
ness. This lifts the tone of the com- 
pany to the level established by 
leaders of the industry.” 

J. Gordon Carr has designed of- 
fices for Seagrams, Continental 
Can, Socony Mobil and General 
Telephone, among others. 


access, and (5) some attention to 
the esthetic effects of color, textures, 
etc., in order to give the worker 
pride in her surroundings and some 
relief trom what is largely a repeti- 
tive job. 


Need for a professional 


Space design is no job tor the 
amateur, not in these days of high 
rents and long leases. That layout 
that looked so good on graph paper 
can, in a lew vears, result in an eth 
ciency-strangling tangle of desks and 


equipment brought about by the 
addition of new personnel and up- 
to-date business machines. On the 


other hand, if vou allow ton plenty 
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ol growing room, you may be tying 
up thousands of rental dollars each 
vear on space you didn’t need in the 
first place. The science of space de- 
sign can often utilize existing space 
for expansion needs. So, il you're 
thinking of handling the layout ol 
anvthing but the simplest type of 
oflice, think twice . . . and don't 
do it. A single error in judgment can 
be prohibitively expensive; far bet- 
ter to invest in the professional 
advice of a space designer, His ex- 
perience with varied types ol office 
layouts, the coping with every imag- 
inable space problem, and his ability 
to recognize Luture needs along with 
current ones makes his services an 


investment rather than a luxury. 
‘Turning the office layout over to 
a professional does not relieve the 
responsible executive from knowing 
at least the basic facts of general 
area design. A knowledge of these 
facts will help him discuss the prob- 
lem intelligently, recognize what 
may be the root of poor working 
conditions and, perhaps, distinguish- 
ing the competent space designer 
from the other kind. Whatever in- 
volves the spending of large sums 
of money, Concerns the executive. 
The prime object in designing a 
general working area is efhiciency. 


(Continued on Page 32) 


27 


aE 
i - 
| | ee ; 
| 
g 
ee us) 
\—, ie 
| ; 
ge ee ating Be es, as i "Oi Ee ils TE 3: Re Le Le: . 
i eS tig: — 2 ee i, a i ; y gee ee eee i L tae 3 : ie 5 «oe fy 
se oe tins Na i pe [o % ot aad si . ‘ gz 3 b 
i ig ow ae oe ae a a i fe 
ull er Pee aig ee ‘ " ae et. 7 j Be ‘ nm 
| ee ¥ Rants” pe es oe a oe; gy <— 7 . Fe t; Oe % ez 
‘ 1: ajo ee ae : ae j ae : ¢ q 
ers. > {a oa Be sit. ae a hee iy 
ar “4 . » . be i, fis ae ia 
ee — * ee gee —— a 3 hi 
ae ee Be : am , Ps foe. * S —-_ ~ 5 we 
, FS a : ie e 2 ae *, ‘ Kits ef 
b base ¢ ; ge o. rd | } yteet A 
e. 2; i ae ne ag - 2 : ‘% ce ™ Bln oe im ‘ me 
3 " ye ie & ee Ee. a ¥, 
} - vaieaaie i 5 : ‘ Pe ee ms Bees. ae : 
— y 7 i- F — f me & 
i—= Ee © : F ha nef ee # ae a 
= _ . : ¥ . a 
.—— ay ag i aos neil ie a. ¥ es ' 
| ee a a e oe al i 3 , iy bs 
Pes. ° a Ps «eros a ue?" F ey Bp cae q 
be BRR , ei ages a a ; so as & 
: he —. ee ‘ Pr , 
Bei sonicen Re xt ‘ OR oo “ii 
\ Z : a e wag Ss iy EEN Hi 
e ea eae —— ae 4 oor. a ie 
yy yaar 4} ‘i ’ i ma og a bes Ps 
ae 
af 
—— =. 
———— i 
aie s 
We 
A 
me =| 
a?) . 
4 ie 
{ p Lad 
. 
i 
| J 
\ 4 7 
\\ 4 oy 
\ a 
> . 
bes 
es 
Fe 
| Bs 
|_| a 
PB 
Ae 
Ee 
ggg s 
ds 7 
MN, 
n, j 
| ih 
te ' 1 
er | 
cc 
Ol : 
an] 5 
a, ‘4 
* ye 
co | 
thi 
9 
») | : 
Vil q 
¥ 
ie 
rit 5 
' 
a 
ae > c : ; 2 : ' 4 
i ee | ole tie in) ae ae i ee = as oe ‘ eile oe Ol ee 7 si vile 
7 r ees i oe — ie ee ae ee ee a eo oe ' a 
ig, a ae — ar a ite a Rep Sve a Carp eg ee 4 | ne % ce 


Tom Lee, A.I.D., 1.D.1. 
President, Tom Lee, Limited 


“Because of the current emphasis 
on efficiency, a certain amcunt of 
‘personal quotient’ has been neg- 
lected. 


“Whether a staff is replaceable 
or not; they are your main concern 
while they are under your supervi- 
sion. Their self reliance can be 
strengthened by recognition of their 
tastes in accessories, colors, or some 
degree of individuality.” 


Tom Lee, Ltd., is currently design- 
ing interiors for a new Hilton hotel 
in Iran and has designed interiors 


' for Chanel Perfumes, Bergdorf 


Goodman, and the first modern 
motor lodge in Williamsburg, Va. 


Dark corridors can be a thing of the past with all-glass parti- 
tions like those for American Electric Power by J. Gordon Carr. 


Freidin-Studley Assoc. designed this office for Melia Tours, Inc. Such generous 
glass walls serve as a substitute for windows usually denied clerical workers. 
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Floor-to-ceiling glass partitions let clerical workers share the 
light; curtains give privacy. By Michael Saphier Assoc., Inc. 
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Design for Business’ plan for the Hertz Corp. accounting department uses custom 
desks to relieve monotony and translucent partitions to provide “window” space. 


Michael Saphier Assoc., Inc. achieves a degree of privacy through “island” 
work stations. The name plates on desks give girls a sense of individuality. 


Sod 
me 


Duffy, Inc., did away with partitions to all intents and purposes 
for this general area. Workers seated at their desks share the 
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Robert J. Duffy 
President, Duffy, Inc. 


“Establishing an efficient traffic 
pattern and work flow is the most 
important aspect of planning gen- 
eral offices. This is done through ini- 
tial space plan study that analyzes 
each job and permits greater econ- 
omy and efficiency in daily opera- 
tions. 


“However, one need not sacrifice 
privacy for economy. Filing cabi- 
nets make excellent separators and 
an alignment of secretarial desks in 
the corridor outside the executive 
offices offers privacy and economy.” 

Duffy, Inc., has designed for 
Moore-McCormak, Magee Carpets, 
and the New Jersey Dept. of Labor 
and Industry in Trenton, N. J. =“ 


rT ~ in ea a 


benefits of window space with those behind the railings. De- 
signed for the Moore-McCormack Lines, Inc. 
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William Raiser 

Vice President & Interior Design 

Coordinator, Raymond Loewy/ 
William Snaith, Inc. 


“Whether the client is an indi- 
vidual or a corporation, the design- 
er's job is to provide an interior 
which reflects the personality and 
activities of the owner. 


“A skilled interior designer leaves 
behind him a corporate identity . . . 
not his own.” 


Loewy /Snaith, Inc. has designed 
the executive offices of P. Lorillard 
Co., Hanes Hosiery Mills, Inc., Cur- 
tis Wright Corp., Federated Depart- 
ment Stores, Inc., and the interior 
plan of Lever House in New York. 


Top: This general area designed for 
the American Electric Power Co. by 
J. Gordon Carr & Assoc. demonstrates 
two possible types of partitions: At the 
left, wooden slats separate a small con- 
ference area from the secretarial section, 
right, which is itself separated from the 
corridor by planters. 


Center: For more complete privacy, 
solid partitions are usually necessary. 
Here, the partitions used in the Sterling 
National Bank & Trust Co. of N. Y. 
avoid a closed-in look by stopping short 
of the ceiling. The translucent sections 
further lighten the effect. Designed by 
Raymond Loewy/William Snaith, Inc. 


Bottom: Tom Lee, Ltd. made optimum 
use of filing cabinets in the design for the 
general office of The Fashion Group. 
They serve as both room dividers and 
pedestals to hold the vinyl-topped coun- 
ters. Note the cheering effect of the 
striped cotton curtains, a pleasant depar- 
ture from the usual non-descript office 
hangings one usually sees. 
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Maurice Mogelescu, President, 
Designs for Business, Inc. 


“Pool areas are not necessarily 
problems. They simply present a 
different set of conditions and 
have to be treated differently. 
File cabinets used as dividers 
bring individuality, colors can 
define one area from another, 
reducing a wide-open area to 
human proportions. 

“The designer must be think- 
ing on two levels at once—the 
requirements of efficiency and 
economy and how they can be 
satisfied within good design.” 

Designs for Business, Inc., has 
done the offices of the Hertz 
Corp., Olin Chemical Corp., and 
those of the new Time-Life 
building. 


Top: in the design for the key-punch 
room of the Hertz Corp., Designs for 
Business, Inc. was faced with a special 
problem in noise control. With dozens of 
key-punches going at once, concentration 
could have been all but impossible. The 
problem was solved by covering the floor 
with carpeting rather than the usual vinyl 
or rubber squares used in general areas. 
According to Designs for Business, Inc., 
carpeting not only is superior for noise 
control, but is actually cheaper to use in 
the long run than most other floorings. 
The savings come in the upkeep which is 
minimal in comparison with the expen- 
sive cleaning and waxing services re- 
quired by other materials. 


Bottom: Privacy in a general area is 
difficult to obtain, but J. Gordon Carr 
achieved it with banks of custom-colored 
filing cabinets. 
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Current trends to the contrary, cleri- 
cal help is placed in a “core” area 
in the center of the office while the 
executive and sub-executive offices 
occupy the perimeter with its status- 
vital window space. This is the 
easiest way to group workers. 


Who gets the window? 


Psychologically speaking, every- 
one wants an ofhce with a window. 
It’s not because of the light; mod- 
ern science has perlected electrical 
lighting to a point where it is softer 
and steadier than natural lighting. 
‘To most, it’s simply a sign of posi- 
tion, of status. ‘To others, it’s an 
opportunity for diversion, a chance 
to maintain contact with the out- 
side world during a day of routine 
work. Almost always, it’s the ones 
who need it least that get window 
space. 

The executive and the super- 
visor, both of whom have the pre- 
rogative of moving about at will, 
seldom realize that the clerk-typist 
who sits, or is expected to sit, in 
one spot all day is the one who 
really needs the opportunity for the 
psychological distraction, the quick 
mental refreshment that comes from 
having a window to look out of. 

Reversing the current trend and 
giving the outside space to the gen- 
eral workers would require an 
abrupt change of thinking not 
likely to take place in the near fu- 
ture (some companies have taken 
the step, however, and report great 
success). But there are ways of satis- 
[ving everyone in the office, though, 
which is essentially the space de- 
signer’s job. 

If general help cannot be given a 
window, thev can at least benefit 
from someone else's. By removing 
as much solid wall between the in- 
side and outside offices as possible, 
those in the general area can re- 
ceive the illusion of a window il 
not the view itself. Floor-to-ceiling 
partitions of glass are ideal, al- 
though some means of achieving 
privacy is called for. Draw curtains 
or a variation of venetian blinds 
will do very well. 

The problem of privacy can be 
avoided altogether with translu- 
scent plastic or frosted glass parti- 
tions. They let the light through 
while no one can see in. When out- 
side light passes through these par- 
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copying... 


The all-new DITTO 


MASTERFAX 
does 4 jobs vn 1! 


MAKES SPIRIT MASTERS IN 15 SECONDS, without 
a typing carbon, fromoriginal copy on Masterfax paper 
—also from newspapers, letters, business forms. Elim- 
inates retyping, rewriting, redrawing. 


9 MAKES OFFSET MASTERS from image on Masterfax 

paper for high quality, long runs. Original remains un- 

changed—use it many times. Use any grade and size 
offset mat. Makes masters in about 15 seconds. 


3 MAKES LOW-COST FACSIMILES from any original: 

newspaper clipping, letterhead, business form. Also, 
from image on Masterfax paper, makes copies on any 
weight, grade of paper—even cloth! 


4 PLUS FEATURE—IT LAMINATES! Covers papers, 
documents with tough, plastic coating. Protects 
against dirt, age, handling. Enhances appearance of 


papers. Costs only pennies! DITTO, INC., | 6884 McCormick Rd., Chicago 45, Ill. 
FOR FULL DETAILS AND DEMONSTRATION call Gentlemen: Without obligation, please— 
your local DITTO Sales Representative, or mail coupon, ( Send me full particulars on the amazing new 


DITTO MASTERFAX. 
( Have your Sales Representative arrange a demonstration. 


Dpitee |= 


CITY ZONE___.STATE 


(Circle No. 15 on Reader Inquiry Card) 
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Portable screens by Designs for Business, Inc. provide privacy and flexibility. 


titions, especially if colored mate- 
rial is used, the effect can be un- 
usually attractive. 

When solid walls are unavoid- 
able, it may be possible to give the 
general area at least one window of 
its own. Such a window, especially 
at the end of a secretarial corridor, 
can serve as a focal point giving 
many at least the opportunity to 
see it if it’s raining. 


The traffic problem 


Whenever large numbers of office 
workers are stationed in the same 
area, excessive trafic becomes a 
problem with two negative effects: 
People who have to travel from 
their work stations to get informa- 
tion or supplies accomplish less in 
a day's work and, in addition, dis- 
turb others during their travels. In 
Julv’s “Tools of the Office” section 
the use of intercommunication svs- 
tems was discussed as one wavy to 
keep personnel from wandering 
about, but this is only one phase of 
the problem. The worker who must 
go to other areas for her supplies on 
to look in her files is wasting her 
time... and the company’s. By 
locating as many of her tools within 
easy reaching distance as possible, 
the problem of office trafic can be 
reduced to negligible proportions. 
This is particularly true of filing 
cabinets. 

One of the greatest contributions 
to the solution of the problem is 
the use of filing cabinets as parti 
tions and even walls. Up till now, 
filing cabinets could hardly be 
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called things of beauty and were 
consigned to storage room oblivion. 
But now, file cabinet manulactur- 
ers are “hip” to the decorator possi- 
bilities of their product and either 
stock cabinets in a variety of deco- 
rator colors or provide them on spe- 
cial order. Now such cabinets can 
be located right at the work station 
within arm’s reach and serve as 
office furniture besides. And a par- 
tition made of filing cabinets is one 
that can be moved 
any time. 

Light and Coior 


Discussing light and color under 
the same heading is perfectly legiti- 
mate since color itself is a phenom- 
enon of light. The use of light and 
color is perhaps the subtlest means 
of creating positive working condi- 
tions. Color especially should be 
considered because it is one of the 
least expensive tools of office design. 
It costs no more to paint with good 
colors than it does with bad. 

One of the greatest problems in 
a general ofhce area is the need to 


re-arranged 


relieve the monotony of routine 
work. By using touches of stimulat- 
ing colors, the eve can be relreshed 
or stimulated according to the 
color used and the effect desired. 
Remember, however, that while 
strong colors may be attactive to 
the casual observer, they can be in- 
tensely irritating to those who have 
to look at such colors hour alter 
hour. Really strong colors are best 
reserved for accessories such as cu 
tains, chair coverings and wall dec 
orations. Wood, though expensive, 


For fast service contact the “Fabrilite”® 
distributor nearest you listed below: 


CALIFORNIA 
Compton 


Urethane Corporation of Calif. 
3025 E. Victoria St. 

Fabric Leather Corp. 
1139 Santee Street 
Los Angeles 15..Lindsey & Hall, 1036 — rita 
n: Mr all 

San Diego........ Foam Rubber Supply, 2210 Kettner Bivd. 
San Francisco 9......Scovel & Sons Co., 1133 Post Street 


Attn: Mr. Paul Scovel 

CONNECTICUT 
Hartford 5................New England ayy d Supply Co. 
38-40 Albany Avenue 
Attn: Mr. Robert Warner 


iad C. E. Briddell Co., Inc 
3726 Tenth Street, N.E. 
FLORIDA 


Miami 36......W. Valentine Company, 618 S.W. Eighth St. 
Tampa ..Auto Trimmers Supply Co., Inc. 
910 W. Cass Street, P.O. Box 2459 


Los Angeles 15 


DISTRICT OF COLUMBIA 
Washington 


GEO 

Atlanta” es. R. Erikson Co., Inc = Nelson St., S.W. 
‘Attn: Mr. J. M. Coffee 

ILLINOIS 


Chicago 5......A. Hoenigsberger, 1020 $. Wabash Avenue 
Attn: Mr. H. L. Hoenigsberger 
KENTUCKY 


Louisville 2..Herman A. Schildt Co., 323 East Market St. 
Attn: Mr. P. J. Berning 
LOUISIANA 


Baton Rouge 9....Tupper Supply, Inc., 2117 North Street 
Attn: Mr. P. J. Berning 


MARYLAN 
Baltimore +f .C. E. Briddell Co., Inc., 2800 Hampden Ave. 
‘attn: Mr. H. W. Beckman 

MICHIGAN 

Detroit 38............ Larson Supply Co., 10313 Puritan Ave. 

Grand Rapids 3................ Upholstery Supply Co. of G. R 
303 Fuller Avenue, N.E. 
Attn: Mr. Arnold Bjork 

MINNESOTA 


Minneapolis..New York Fabrics, Inc., ng Nicollet Ave. 
ttn: Mr. H. Becker 
MISSISSIPPI 


ee Woolley Brothers, 924 —e Street 
Attn: Mr. R. E. Woolley 

MISSOURI 

St. Louis 8.... ..Hinsman & Co., 4507 Olive St. 


Kansas City 8... 
NEW JERSEY 

Union........ Krupnick Brothers, Inc., 909 Rahway Avenue 

NEW YORK 

Vinyl! Leather Co., 34 Ferry Street 

Attn: Mr. A. J. P. Seitz 

New York 1..Fabric Leather Corp., 16 West 32nd Street 

Attn: Mr. W. Wilson 

POT BE sc cecinssnrissssacninciied H. R. Howard & Sons, Inc. 

60 North Washington S: 


Attn: Mr. W. S. Howard 

NORTH CAROLINA 
High Point.................. American Supply Co. of N. C., Inc. 
308 West Broad Street 
Attn: Mr. Dewey Smith 


nsman & Co., 1615 Locust Street 


OHIO 
rs John L. heanniancaed Co., P.O. Box 1259 
Cleveland 13...........ccsccsesee ‘Earl K. Koch & Son 
“2100 West Superior Viaduct 
Attn: Mr. Earl Koch 
OKLAHOMA 


SOG Bi. .drsnianinmiinmiel Oklahoma Upholstery Supply 
Whittier Station, P.O. Box +3185 
Attn: Mr. F. W. Gras 


McDonald & Co., Inc 
930 South East Oak Street 


Attn: Mr. R. M. Treadgold 
PENNSYLVANIA 


Philadelphia 6..........ccccssseseee Maen Line Majestic Fabrics 
217 Chestnut Street 
Attn: Mr. Maurice G. Maen 
J. J. Peiger Co., 101-103 Market Street 
Attn: Mr. J. Williams 
Wilkes-Barre......M. H. Smith Co., Inc., 568 Hazle Street 
‘Attn: Mr. Harold Smith 
RHODE ISLAND 
Providence 3....Providence Textile Co., 243 North Main 
Attn: Mr. Harlan Espo 
SOUTH CAROLINA 
Een W. L. Graydon & Son, Inc 
414 Pendleton Street 
Attn: Mr. R. Littlejohn 
TENNESSEE 


lS ae Southern Textile & Supply Co. 
894 Eastmoreland Avenue 


OREGON 
Portland 14 


Pittsburgh 22...... 


; Attn: Mr. J. T. Hogan 
Nashville............ Bruce & Company, E. Main St., Franklin 
Attn: Mr. John Bruce 


Dallas D6 vam. A. F. one & Co., 2650 Main Street 
tt 


: Mr. Chas. W. Schmaizried 
Fort Worth..Reese B. Davis & _ hey 20 South Lake St. 


: Mr. Reese B. Davis 
Houston 4....A. F. uemetetethte. 1930 Oakdale Street 
WASHINGTON 
Seattle..McDonald & Co., Inc., 414 Boren Avenue, North 
WISCONSIN ttn: Mr. Leonard McDonald 
Milwaukee 2............ Gebhardt, aes tty North Broadway 

ttn: Mr. C. Pushkash 
For information on furniture ae write to: E. I. 


du Port de Nemours & Co. (inc.), Fabrics Sales, 902 
Wilmington Trust Bidg., Dept. OM-19, Wilmington 98, Del. 
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Stars twinkling in a velvet sky inspired this new “Fabrilite™ 
vinyl upholstery. Its scope | is endless, thanks to a warm, lus- 
trous finish that mellows an * entire room. Pure perfection in 
hotels, clubs, offices...a bright idea for any business. For a soft 
look that’s hard-wearing, too, this is the “Fabrilite” for you. 


_ THIS IS STAR POINT...NEWS IN 
: DU JPONT VINYL UPHOLSTERY 
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, 
the FIDGETER 


What 


office 
downtime 


Office Chair Discomfort 
Causes High Downtime... 


slow workmanship 
high absenteeism 


hot tempers 


personnel turnover 


multiple errors 


extended breaks 


Take a quick look around your 
office for the squirmers, the wan- 
derers, the sprawlers, the fidgeters. 
How much are worn-out or im- 
7" proper chairs costing you? Check 
with your Harter dealer. At his 
Harter Seating Center he offers 
personally-adjusted, comfort- 
designed Harter chairs of all styles 
and types. To keep your staff on 


the job and on the ball... 


Switch To Harter 


MODEL, 
257-3 


letterhead and mail to: 


a : HARTER CORPORATION 


908 Prairie, Sturgis, Michigan 


: Canada: 


: Harter Metal Furniture, Ltd., 139 Cardigan, Guelph, Ontario 


: Mexico: 


y : Briones-Harter, S.A., Lago seo 96, Mexico 17, D.F. 


For Harter Seating Center location and fur- : 
ther information, attach this coupon lo your 
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makes a luxurious background, rich 
in color and attractive in grain and 
texture. Beautiful colors are even 
more attractive against a backdrop 
of natural wood. 

Color and lighting can also be 
used to provide some degree of in- 
dividuality, a commodity very rare 
in general office areas. If the gen- 
eral area is divided into several dis- 
tinct departments or, as in the case 
of large companies, spread over sev- 
eral floors, each section may be given 
its own color scheme. If this is im- 
practical, varying intensities of light- 
ing may be used instead. In sum- 
mary, the best use of color and light 
is one which achieves its purpose 
without calling undue attention to 
itself. There’s a fine line between 
attraction and distraction, but the 
consequences can be overwhelming. 
Acoustical control 

Noise is one of the most destruc- 
tive elements in any office. High 
noise levels result in fatigue and in- 
creased absenteeism. Ordinary ceil- 
ing tiles can control some of this 
noise, particularly that which trav- 
els upwards, but the noise that 
travels downwards or laterally is 
bounced off floors and walls, rever- 
berating and gaining in volume as 
it goes. Carpeting the floors is about 
the best solution for downward 
noise and not nearly as expensive 
as some would think. When one 
considers the relative cost of main- 
taining carpeted floors with that of 
other materials, carpeted floors be- 
come a most attractive proposition, 
The cost of waxing and polishing 
tiled floors can be quite high and 
the cost of an employee slipping on 
the slick surface even higher. Car- 
peting, however requires only vac- 
uum cleaning and an_ occasional 
spotting. Tweedy textures show 
little dirt and provide a luxurious 
feeling which only carpeting can 
offer. When one spot wears on 
plastic-backed carpets, the worn 
spot can be cut out and a matching 
piece fitted in. 

Lateral noise is more difficult to 
control since walls or partitions 
must have considerable bulk and 
weight to stop it.Wood paneling is a 
good noise stopper. Partitions, while 
beneficial in almost every other way, 
are often too light to stop much 
noise, but hanging draperies over 
these partitions goes a long way in 
achieving noise control. a 
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If your business demands 
records that must last 
through the years, be 
sure to specify L. L. 
Brown’s LINEN LEDGER 
(Extra 41 — 100% new 
white cotton cuttings) 
the world’s most durable 
paper. 


There’s an 
LL. BROWN 
RECORD PAPER 


For everyday use there 
is no better choice than 
L. L. Brown’s Escort 
LEDGER (50° new cot- 
ton cuttings). This ex- 
cellent record paper 
withstands hard use and 
repeated erasures and is 
available in white and 
five popular colors .. . 
ideal for machine or 
manual posting. 


“The quality which 
has earned its 
reputation” 


L. L. BROWN 


B. 
PAPER COMPANY 
ADAMS, MASSACHUSETTS »| 
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‘THIS IS THE NEW ROYALTYPER’ A 100% 
BETTER WAY TO DO AUTOMATIC MASS TYPING 
JOBS THAN OLD TWO-UNIT SYSTEMS. 


You claim so much. Be specific. What’s new and better about it? This: it’s single-system. 

It does its punching and its typing all with one simple standard keyboard. See the keyboard in 
k the picture down there? That’s it. The Royaltyper tape is an exclusive, too. Its card width is 
designed for ease of handling and storage economy. 
Another standard feature: automatic tape reproduction, 
to permit easy revisions and updating. Is punching 
any easier than with other automatic typewriters? 
About 100% easier. Any typist can do it without special 
training. Tell how. She rolls in a piece of paper, flicks 
a switch, types the first letter, just as she’d type any 
letter. This automatically punches the tape, and the 
operator sees every word she 
punches. You mean there’s 
no blind punching? No blind 
punching as in outmoded 2- 
unit systems.Then the machine 


— i (te PT. 


takes over—at 135 words per 
minute all day long. Number 
of copies: unlimited. If you 
ever have personalized first 
copy mass mailings to get out, 
and you're tired of paying the 
price of independent punch- 
ing or operator training... 
Where can | get literature? 
I’m going to tell you: get in 
touch with Royal McBee Corp., 
850 Third Ave., NewYork, N.Y. 


RQYAL 


SPECIALISTS IN BUSINESS MACHINES 


A PRODUCT OF ROYAL McBEE CORPORATION, WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS. 
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Suddenly 


= 
to your customers, dome 
yees and friends! 
You're an “angel” because 
_ you presented them with the 
MOST UNUSUAL Christ- 
mas gift-giving idea EVER 
_SEEN...something they 
~ could REALLY USE! 
a 2 2 2 
- You’re an “angel” and 
everyone agrees! Even your 
customers would call to say 
“THANK YOU” for your 
unique and wonderful re- 
_membrance and thereby 
open the door to ADDI- 
TIONAL SALES! Your em- 
_ployees and friends too, 
showed their appreciation in 
_ the many small ways rinigng 
YOU would understand. — 
4 If you buy gifts (between 
P “$7. 50 and $100.00 each), 
you'll surely want to see this 
_ unusually practical, sensa- 
_ tionally simple and refresh- 
ingly different way of saying 
“THANK YOU” to the peo- 
ple who are IMPORTANT 
TO YOU AND seh, 


_ COMPANY. 
WRITE FOR MORE INFORMA TION. 2] 


Automated Gift Plan, Inc., 
80 Park Avenue, New York 16, N. Y. 


AM-3A 


Please send further information 


Tone __ State. 


Dept 


We use appror ___ Gifts in the $7 50 to $100 00 price range 


Lao manecamas 


THE LOWDOWN ON LEASING 


Part 1—office furniture. By renting rather than 


buying, you can use your capital for other purposes 


By ROBERT 


APPROXIMATELY 12 per cent ot 


the nation’s companies currently in 


| the market for new office furniture 


and accessories will eventually ob- 
tain them on a rental basis from 
leasing dealers or manutacturers. 
In the next five years, this figure is 


| expected to jump to 24 per cent. 
| Though most business organizations 


still purchase their furnishings out- 


| right, the leasing wend is definitely 


on the rise. 
Furniture leasing transactions are 


| particularly advantageous to. firms 
with a minimum of working cap- 


ital. Large cash-purchase outlays 


| are avoided, making it possible for 


them to conserve funds for profit- 
making business uses. By paying 


_ small monthly rentals, these outfits 


L. CALEO 


can enjoy the same quality furni- 
ture they would purchase if they 
had money to spare. 

Along with this furniture, they 
can also rent both functional and 
decorative office accessories, trom 
files and typewriters to draperies 
and carpets — not to mention tiny, 
but basic items like ashtrays and 
letter openers. In short, almost any 
ofhce furnishing you can name is 
available on a rental basis. Furthes 
more, many leasing companies will 
oller the services of an interior de« 
orator to assist. Customers moving 
into new quarters. 

Although the terms of a lease are 
commonly tailored to fit: the needs 


ol the customer, its duration is olten 
based on the uselul life of the tu 


TELKEE simplicity tags and numbers keys, in order. 
Visible index identifies keys by lock location, number, 
description. 

TELKEE convenience shows all keys at a_ glance. 


Locates loaned or assigned keys instantly. Saves time, 


KEY CONTROL {°° 


TELKEE security provides complete continuous record 


$73.90 Complete 


(75 capacity) 


of all keys issued. Key identities known only to author- 
ized personnel. 

Available in 10 models, 33 capacities from 21 to 2240. 
Compact cabinet of fine furniture steel, tens of thousands 


in use in offices, industrial plants, hotels, stores, schools, 
hospitals, and public buildings, large and small, in U.S.A., 


FREE 


Canada, and overseas. 
16 page booklet. No obligation. Write for your 
copy today. 


P. 0. MOORE, INC. 
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Bills! Insurance Policies! Labor Contracts! Etc.! 
Whether you contract for maintenance service or 


Cleaning up paperwork is just one reason that 


ABM (the Giant Janitor) has become the world’s 


7 hire your own staff, there’s always paperwork and largest building maintenance service. We com- 
% red tape involved. Except when you contract with bine the old-fashioned virtues—economy, de- 
e, ABM. We insure and bond all personnel, buy all pendability, thoroughness—with the most mod- 
d supplies, take care of all forms and payrolls— ern equipment. We would be glad to give you an 
r- everything. And the thousand and one details of estimate—with no obligation on your part, only 
0. ABM’s maintenance service are covered by one ours. Write: 335 Fell Street, San Francisco 2, 
“ bill, paid by one check, once a month. Calif. Or consult your local telephone directory. 
cs 

. AMERICAN BUILDING MAINTENANCE COMPANY 

2A. SERVING MORE THAN 70 CITIES THROUGHOUT THE UNITED STATES AND CANADA—WITH LOCAL LABOR AND LOCAL MANAGEMENT 
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The pros and cons of leasing furniture for the office 


nishings involved. By the time the 
lease expires, usually at the three- 
quarter mark of the “useful life,” 
the customer will have paid out 120 
to 135 per cent of the selling price 
in total rental fees. 

When the lease expires, the cus- 
tomer is generally offered several 
options. He may extend the lease 
for the same furnishings at a re- 
duced rental or he may continue 


the lease at the same rates and 
acquire entirely new 
If he desires, he can purchase the 
items outright. Of course, he may 
just terminate the lease and return 
the furnishings. 

Naturally, there are arguments 
against, as well as for the idea ol 
leasing office furniture. Those 
against say that leasing binds a 
company to a long-term contract 


furnishings. 


An AYE for the future! 


Say "Yes!" to tomorrow with the Norelco 
dictating and transcribing system... for 
it's the only system which can expand to 
meet your future needs without the usual 
growing pains. ... Norelco gives you two 
machines at the cost of only one of the 
higher-priced models . Norelco gives 
you twice as much simplicity; it takes only 
half the time or less to train a new girl t 


transcribe trom it 


Norelco has the 


easiest possible kind of loading —maga- 
zine loading _The slimmest, trimmest, 
secretary you've ever traveled around 
with—weighs a mere 8 pounds—the 
Nore Iec can recc rd c onferences, tele 
phone conversations, and your testimonial! 
letter to us. What more do you want? 

a free demonstration in your office, 
right at your desk? Fine! Just ask us for 


one! Do it today. Why wait for tomorrow? 


All the satin you need ... only the features you need: 


only six simple controls for all dictating 
and transcribing functions © true fidelity 
sound * easy portability © instantly re- 


usable magnetic tape * automatic end-of- 


men 


tape buzzer * instantaneous telephone 
just $189.50 (plus tay 
ncluding the famous Norelco fumble- 


proof two-second’ magazine loading. 


orelco 


NORTH AMERICAN PHILIPS COMPANY, INC. « 230 Duffy Avenue, Hicksville, L.1.. N.Ye 
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which, in the long run, costs more 
than an outright purchase of furni- 
ture. Unless the company has a 
definite profit-making plan in mind 
lor the working capital to be con- 
served through leasing, it can save 
itself a goodly amount of money by 
not leasing. 

Furthermore, they say furniture 
owned outright is listed on the com- 
pany’s books as an asset and_ is, 
therefore, a foundation for obtain- 
ing credit in more important areas. 

Those in favor of leasing retute 
this last contention by pointing out 
that finance institutions seldom con- 
cern themselves with the physical 
assets of a company seeking credit. 
What they are primarily interested 
in are the profit-making abilities 
and operational soundness of the 
borrower. 

More 
leasing are: 


arguments in) behall of 


1. It offers long-term tax advan- 
tages. Lease payments are fully de- 
ductible as a current business ex- 
pense on income tax reports. Thus, 
they can be written off income 
throughout several years’ time, 
thereby helping the company main- 
tain a satislactory level of working 
capital over a long period. 

2. It simplifies accounting by 
eliminating the need for a lot of 
inventory and depreciation records. 
3. It provides the company with 
the full protection of 
and /or manufacturers’ 
and services. 


dealers’ 
guarantees 


1. It enables the lessee to take 
advantage of discounts that may be 
extended by the leasing company 
as a reward for prompt payment. 

Advantages like these warrant 
some consideration by firms plan- 
ning to acquire new ofhce furuish- 
ings. Perhaps the most practical 
wav for an interested firm to get 
down to the dollars and sense of the 
matter is to contact a leasing com- 
pany, specify the kind of furnish- 
ings needed, and ask for a leasing 
proposal in a desired price range. 
The specific plan drawn up by the 
dealer will surely supply the firm 
with enough facts and figures for a 
personal decision on the relative 
merits of leasing and buying. 5 
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Typing Office Memos 


You can be proud of the office 
memos you transcribe if you give 
them the same careful thought you 
give to letters that go outside the 
company. Here are some pointers to 
help you turn out accurate and 
attractive memos: 

1. List the addresses in the ordei 
of their job titles. For example, 

a memo is addressed to the presi- 
dent, the office manager, and sales 
manager, etc., list the man with the 
most important job title first, and 
the rest in order. 

When a memo is addressed to 
a number of men with similar rank, 
list them alphabetically. 

3. Follow the above rule when 
listing those who are to receive car- 
bon copies. Besides being tacttul, 
this practice enables the sender to 
be sure that no one concerned has 
been overlooked. 

4. When you must make a large 
number of copies, use fresh carbon 
paper, so that every copy will be 
easy to read. 

5. Make an extra carbon of each 


memo. Often a sender will think of 
someone else who should receive a 
copy, or he may need it for follow-up 
or filing. 

6. If the memo runs to two or 
more pages, use printed forms (if 
available) for all. If only one or 
two persons are addressed, type the 
names below the heading, flush with 
the left margin. If many are ad- 
dressed (as in a circular memo) , the 
list need not be repeated on the 
second page. Center the page num- 
ber, and place the date so that it 
will end flush with the right margin. 
This will avoid confusion if the 
sheets are detached. 

7. Use subject headings for office 
memos, whenever possible. 

—The Correspondence Manual 
Dartnell Corporation 
Chicago, Illinois 


What Is a Skills Inventory? 

A skills inventory is a listing and, 
more importantly, an evaluation of 
the secondary skills of your em- 
plovees. The evaluation is stressed 
because a mere listing of skills will 


From this 
“idea book” 


ways to cut 


office costs ir 


snl 


What’s your office problem? Whether 
it’s to cut office costs, save space, 
make the individual office worker 
more efficient or improve office ap- 
pearance, the new 248-page Shaw- 
Walker Office Guide can help you. 

It also pictures, describes and 
prices 5000 items—Clutter-Proof 
desks; Correct seating chairs; Fil- 
ing cabinets in 347 styles and 
models; Simplified filing systems; 
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Fireproof record keeping equip- 
ment; Automation accessories. A 
gold mine of ideas. 


FREE (to office and purchasing executives: 
Request on business letterhead or phone 
your Shaw-Walker representative. 


SHAW-WALKER 


MUSKEGON 34, MICHIGAN - 


This lassie 
never got home 


before 
PENDAFLEX™ 


I was working like a dog until all 
hours. The old-fashioned filing system 
in our office had me bone tired, 
panting for a break. 

Then we switched to Pendaflex 
hanging, sliding file folders. What a 
difference! Pendaflex folders slide on 
smooth metal rails . . . give finger-tip 
control of all files. No more pulling 
and hauling to open a file space. And 
exclusive Pendaflex “keyboard” 
selection means fast—and accurate 
—filing! Speed, ease and efficiency 

. Oxford Pendaflex has them all. 

This lassie comes home on time 
now; no unfinished filing to hound 
me. Pendaflex is a file clerk’s best 
friend. Why don’t you get all the 
facts—plus a FREE File Analysis 
Sheet and complete Oxford Catalog. 
The coupon is below. 

Oxford Filing Supply Co., Inc. 
Garden City, New York 


in Toronto: Luckett Distributors, Ltd. 
FIRST NAME 


OXFORD FILING SUPPLY CO., INC. 
19-9 Clinton Road, Garden City, N. Y. 


Please send full information on 
Pendaflex “filing machines” plus free 
“File Analysis Sheet”’ and 60-page Oxford 
Catalog of Filing Systems and Supplies. 
NAME 
FIRM 
STREET 


CITY. ZONE STATE 
Name of your Oxford Dealer 
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1% SECONDS ~ 


“even with 10,000 accounts, 
she can find the one she needs 


it 0 bbe -~tdll-e hf / 


ViSIrecord’s split-second record location feature makes it 
the world’s fastest record keeping system. The speed and 
convenience of V/SIrecord mean savings up and down the 
line—less manpower needed, less space required, less 
operator fatigue, greater accuracy. 


Pictured is a machine posted accounts receivable operation 
—it could have been a hand posted, a purchase order 
follow-up, inventory control, maintenance control—any of 
a hundred other applications in large or small organiza- 
tions, where records must be kept and used quickly and 
accurately. 


Your ViSirecord man will be happy to show you how you 
can apply speed to your record-keeping the ViSIrecord way. 
Meanwhile, write for case histories and other data. 


ViSlrecord, inc. [#) 


375 PARK AVENUE, NEW YORK 22, N.Y. 


©1961, ViSirecord, Inc. 


Systems Specialists in Principal Cities 


(Circle No. 62 on Reader Inquiry Card) 


Va Tips for the office 


not provide you with an adequate 
estimate of the employee's ability in 
any area outside of his own job. Of 
course, an employee's primary skill 
is the most important. That's 
why you hired him in the first place. 
However, if you are ignoring the 
untapped skills which all employees 


| possess, In some degree or other, you 
are overlooking a potentially un- 


| 


limited resource. 


Assuming that 
performing — his 


an employee is 
current job eth- 
determine 
whether or not he has any other 
skills which can be utilized. This 


ciently, you should 


|} can be done by taking a skills in- 
| 
ventory. What you should look tor 


are dormant or secondary skills, 


} such as: 


1. A skill which an employee has 
used successtully in the past. 
2. An undeveloped skill (or even 


-an interest) which you may be able 


to develop. 

3. Any hobbies, extension courses, 
or outside interests which could be 
utilized by you. (An employee who 
teaches Sunday school classes, ton 
example, is a potential instructor.) 

\ skills inventory sheet is more 
than just another form to be filed 
and forgotten. Properly used, it 
becomes a highly efficient adminis- 
trative tool. 

Here is a typical questionnaire, 
listing the skills used in an Admin- 
istrative Services Department: 


Skilts Inventory 

In Administrative Services we 
need many skills. As openings occu 
we'd like to know if anyone in ow 
present stall can fill such jobs. 

Please check the blocks that apply 
to your skills, or your likes, or your 
interests, OF your experience: 

1. Art Work 

2. Typing 

>. Shorthand 
4. Filing 

5. Writing 

6. Drafting 
7. Photography 
8. Analysis 

9, Teaching 
10. Simplifying 
11. Classifying 
12. Sorting 
13. Vari-typing 


If. Show Card Lettering 
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15. Cartooning 

lo. Letter Writing 

17. Retail Selling 

18. Explaining 

19. Charting 

20. Forms Design 

21. Leroy Lettering 
ba Bookkeeping 

23. Arithmetic 

24. Statistics 
Scheduling 

20. Planning 

27. Library Work 

28. Procedure Writing 
29, Other Office Machines 


30. Dictating Machines 

3/. Layout 

32. Design... 5 hacen 
(kind) 

33. Traming Classes 

34. Manuals 

35. Aeeping Records 

3H. Methods Studies 

37. Mail Handling 

38. Duplicating Machines 


(kind) 
39. Telephone Board 
40. Teletyping 
#1. Phone Follow-up 
42. Receptionist 
43. Addressing Machine 
44. Adding Machine 
Give us a few more facts on the 
items you've checked. Give the 
number first. For example, if you 
type: 
2. Typing Used to type 60 WPM 
on tests. Rusty now. 
Can brush up. 


Skill No. Remarks 


Once vou take a skills inventory, 
use it! When you have a job open- 
Ing, go over your inventory sheets. 
It you have supervisors working 
for you, set a policy requirement 
that they are to check the skills 
sheets whenever they have need 
lor a new employee, or a replace- 
ment for an employee. An up-to- 
date skills record of an employee, 
plus his original application blank 
from the personnel department, 
can give you a complete story on 
his capabilities. 

—Leslie Matthies 
Systemation 
Ross-Martin Co. 
Tulsa, Oklahoma 
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Skunked 
bya 
sneaky 
mail 
scale! 


@I» 


Pitney-Bowes 
MAILING SCALES 


Made by the originator of the postage 
meter... 149 offices in U.S. and Canada 
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Mr. A mailed out a new price list, 
to six hundred agents. But the entire 
mailing got held up—insufficient 
postage! And his price list had to be 
reprinted, with a later date. 

Or...an old and erratic mail scale 
loses money for you by overweighing. 
(Even eight letters a day, with an 
extra 4¢ stamp, run into almost $100 
in a year.) And it’s even worse if your 
scale underweighs! Because your first 
class mail may arrive “Postage Due” 
—black eye for your company, and ill 
will breeder. 

A Pitney-Bowes mailing scale is a 
real economy—avoids postage waste 
and or embarrassment. It’s precision 
built to U. S. Bureau of Standards 
specifications. (Used by the U.S. Post 
Office, too!) The automatic pendulum 
mechanism remains accurate for life. 
The hairline indicator registers 
quickly, accurately, with no areas of 
doubt. Large markings are easy to 
read, make mailinz faster, easier. 

Ask the nearest Pitney-Bowes office 
to show you any of eight models, 
including two for parcel post. Or 
send for free illustrated booklet. 
FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 

PrtNey-Bowes, INc. 

2990 Walnut Street 

Stamford, Conn. 
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CANAL NATIONAL BANK 


Portland, Maine 


CANAL NATIONAL BANK 
Portland Masse 
LETTER OF TRANSMITTAL 
10 *y 


We emcee he fallowng weunom for armen as ation 


Onscmrnon CONTI ATE NMmEnS 


NATIONAL 
AN 


PLEASE RETURN SECURITIES SND ALL PAPERS SOT SECESARY FOR FOLK F 


TRUST DIVISION 


Aashorsed \gnewre 


\ F Jd Established in 1803, Canal National Bank is 
. eat one of the oldest names in American banking. 
William D. Ireland, Jr. 
Executive Vice President of 

Canal National Bank. 


“NCR PAPER saves us its entire cost every year.” 


“We have used NCR Paper (No Car- 
bon Required) for a number of years 
to provide our Regular Checking Ac- 
count customers with duplicate deposit 
slips. 

“Due to the fine results we have had, 
our use of NCR Paper has been ex- 
panded to other forms. These range 
from three-part Mortgage Notices to 
five and six-part Trust Department 
tickets. 

“NCR Paper is faster and cleaner 
than carbon paper. Originals and cop- 
ies are picked up as complete units, 


— CANAL NATIONAL BANK, PORTLAND, MAINE 


without having to insert and remove 
carbon paper. In addition, the intan- 
gible value of customer goodwill has 
been increased since we began using 
NCR Paper forms. 

“Our cost figures reveal that the addi- 
tional price paid for NCR Paper is re- 
paid every year by the time saved in 
preparing and handling NCR Paper 
forms.” 


bike 5 Tubes ff 


Executive Vice President 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 


Another Money-Saving Product of 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 
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COUNTRIES © 77 YEARS OF HELPING BUSINESS SAVE MONEY 
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It's the cost-in-use rather than the pur- 
chase price that determines the true cost 
of your multiple-copy forms. Invest in 
NCR Paper forms and get dividends 
through time saved and increased rec- 


ord-keeping efficiency for your business. 


NCR PAPER 
ELIMINATES 
CARBON PAPER 
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WHERE ZEAL — NOT EXPERIENCE — COUNTS 


Mennonites who administer world-wide agency seek motivation, not skills 


By WALTER A. KLEINSCHROD 


FIFTY miles west of Philadelphia, 
in the Pennsylvania Dutch country 
where “Plain People” farm without 
electricity and ride to market in 
horse-drawn buggies, stands a new, 
neat, but unprepossessing building 
on an unprepossessing side street of 
Akron, borough of some 2,200 souls. 

The one-story brick structure 
could be mistaken for a school: ac- 
tually it is administrative head- 
quarters for a world-wide welfare 
agency run by I8 Mennonite sects 
organized as MCC, the Mennonite 
Central Committee. 

From these trim ofhces—where 
modern accounting machines, cal- 
culators and mimeographs whir 
constantly at the touch of girls in 
prayer caps and “Plain” garb (other 
girls, from so-called “Fancy” sects, 
wear regular street attire) —go forth 
the administrative lines that reach 
Mennonite posts in 30 nations of 
Europe, Asia and Latin America. 

From the normal viewpoint of 
American business, this contrast of 
a vast global agency and its out- 
wardly unobtrusive home — office 
might be remarkable enough. Even 
more remarkable is the fact that it 
functions with untrained volunteer 


Members of Mennonite Central Committee meet in one of the three conference rooms in new air-conditioned office in Akron, Pa. 
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personnel who sign up for a year 
or two, then leave to be replaced by 
more untrained volunteers — and 
not only does it function, but it 
functions with economies and a 
work output that, in many cases, 
surpasses private industry's. 

How does MCC do it? With a 
high rate of turnover built into its 
system, with eager but inexperi- 
enced youths making up its worker 
pool, how does it effect the econ- 
omies and produce the results it 
does? 

Savs MCC executive secretary 
William Snyder: 

“Part of the answer surely is, 
well, ‘eagerness.’ We prefer to call 
it the spirit of volunteerism. Our 
religion motivates our people to 
give of themselves. They're not 
looking for the short cut, or the 
casy Way, Or easy money. 

The Mennonite official explains 
that all the workers in committee 
headquarters are there because they 
want to be there. Many have come 
far distances, passing up “better” 
opportunities nearer home for the 
privilege of serving at Akron. 

“Don't get me wrong,” Mr. Sny- 
der says with a wave of an admon- 
ishing finger. “These people have 
faults, too. But thev're all strongly 


motivated by the spirit of Christian 
sacrifice. For them this work is part 
of ‘going to church.’ ” 

Another thing said to help MCC 
administer its far-flung activities is 
a series of fortuitous “breaks’’—the 
right person showing up for a difh- 
cult unfilled job at precisely the 
right moment; the inventive idea 
for conserving materials or speeding 
up routines—“breaks” which can be 
sheer good luck, but in which Men- 
nonites see a more profound sig- 
nificance. “This “good luck’ hap- 
pens too often to be just luck,”’ one 
Central Committeeman asserts. 

Stull, if this is the work of the 
Lord, His work is undeniably ex- 
pedited by some well-planned ad- 
ministrative systems, well-designed 
offices, and other earthly aids. 

Simply because Mennonites pro- 
fess self-denial by abstaining from 
liquor, tobacco, and other pursuits, 
is no reason to suppose they deny 
themselves the necessary appurten- 
ances of sound management. 

To design their headquarters, 
which opened April 18, MCC of- 
ficals hired Robert K. Gad Jr., di- 
rector oi the office planning divis- 
ion of Shaw-Walker Co., New York. 

The two-level building he pro- 
vided for them is air-conditioned, 
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BROWNVILLE 


Paper Company 


The Works of 
Shakespeare... 


were written with a quill pen. 


Important documents today are 
typewritten, with many copies. The 
need for more copies and greater 
legibility has led to the widespread 
use of Sea Foam Bond—America’s 
leading second sheet! 


Watermarked Sea Foam permits 
13 legible copies, lies flat, never 
creases or curls, erases in a whisk, 
and is available in seven colors 
for better channeling. 


Teachers. Secretaries. Bosses! Write on 
your letterhead for the Sea Foam sam- 
ple packet. today. Write Dept. AM9O1. 


Brownville, New York 


File at Random 


Acme Electrofile ends refiling. You 
can do it blindfolded! Misfiling 


is impossible. Push-button “re- 
call” spots the card you want. 


Think of the time and 
money saved in billing, re- 
search, customer service, 
personnel records, hundreds 
of other uses. To speed up 
your operation with push- 
button record-keeping send 
coupon today. 


(Circle No. 9 on Reader Inquiry Card) _ 


Find at Once! 


Just touch the keyboard. Electrofile automatically 
or group of cards. Code by name, 
number or subject 


selects a card 


even phase of subject. 


ACME VISIBLE RECORDS, Inc. 

2109 West Aliview Drive, Crozet, Va. 

Please let me have full facts on Acme Electrofile, and 
why it is today’s most advanced filing concept. 


NAME _ ee 
ADDRESS __ 
city ZONE STATE 


(Circle No. 2 on Reader Inquiry Card) 
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VISIBLE 


a 


Room to work 


well lighted (with both incandes- 
cent and fluorescent fixtures), and 
arranged so that every area with 
work stations also has windows. 

Mr. Gad’s assignment was to 
bring together under one roof MCC 
divisions which had formerly been 
housed on seven floors of three 
buildings on the Akron “campus.” 
In addition, the new structure had 
to accommodate two separate but 
related entities—Menno Travel Ser- 
vice (a bureau which arranges 
transportation, tours, and pilgrim- 
ages for Mennonites, though tech- 
nically its services are available to 
anyone) and Mennonite Indemnity 
Co. (a reinsurance agency for local 
farmers’ mutuals) . 

A believer in large, open work 
areas with desks spaced neither too 
close nor too far, but at “good com- 
municating distance,” Mr. Gad ap- 
plied this principle wherever teas- 
ible. One large room, for example, 
contains four previously scattered 
sections, each still distinguishable 
by the grouped arrangements ol 
desks and other furniture, but now 
separated only by a few straight 
aisles. 

On one side are desks of the For 
eign Relief & Services Division, 
MCC’s biggest division, with a pro- 
gram involving over 200 workers in 
26 countries. On the other side are 
desks of the Peace Section, which 
assists conscientious objectors, ad- 
vocates anti-war measures with gov- 
ernments, and in general, promotes 
the Mennonite principle of “non- 
resistance.” 

Between the sections is a 
clerical service pool, before which 
stands a mail desk and library and 
behind which (across another wide 
aisle) are the partitioned, semi- 
private offices of several committee 
executives. 

The building boasts an attractive 
reception area, with flagstone pav- 
ing which some MCC people report- 
edly considered too fancy until the 
practicality of its maintenance was 
pointed out—a_ practicality under- 
scored by the heavy foot traffic ol 
visitors to both MCC itself and to 
the travel and insurance agencies 
whose offices open directly off the 
foyer. 


two 
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Many workers in Mennonite headquarters (above) wear Plain garb or prayer caps (girl, right). Some volunteers receive board 
and lodging and a nominal expense allowance. Others get a salary and no board or lodging. Either way, workers’ income is low. 


The building boasts an immacu- 
late mail room, a model for private 
business anywhere, and a generous 
amount ol files, the 
which are maintained with equal 
impeccability, “This last 
classed as) another instance — ol 
MCC's “luck” at finding top cleri- 
cal talent in a girl who, weeks be- 
fore, knew virtually nothing about 
filing. 

The building has three modern, 
carpeted conterence rooms, one ol 
which can be partitioned into two 
smaller rooms. About the only out- 
ward differences a visitor might 
notice between meetings here and 
those in corporate conference rooms 
elsewhere, is the Plain garb of an 
occasional participant and the fact 
that if a meeting approaches 11 
am., it will adjourn so its members 
can attend chapel. 

‘Though attendance is not man- 
datory, it is only rarely that anyone 
misses the hour-long chapel service, 
held in a spacious auditorium on 
the lower-level. Any lay member of 
the group can deliver the sermon, 
and frequently Sometimes 
Mennonite clergymen from neigh- 
boring Communities speak. 

The roots of Mennonism go back 
to 16th Century Switzerland, and 
to a reform movement among Ana- 
baptists led by one Menno Stevens. 
While each congregation today can 
decide on forms of worship and 
other matters, all Mennonites agree 
on baptism for adult believers only, 
the refusal to bear take 
oaths, and the importance of re- 
jecting worldly concerns. One of 
the most conservative divisions is 
the Amish Church. (To next page) 
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“” “AY CALCULATOR 
Automatically“SELECT the way to FASTER RESULTS 


ae 
x _— 
XX Unique mechanism selects = New simplicity of operation 
the fastest way to solve any delivers swift, sure answers with 
multiplication ...gives automatic decimals... guarantees 
higher output rate and superior performance in 


life factor. every application. 


' 
Can any other calculator offer ' DIEHL CALCULATING MACHINES, INC. 
the versatility, efficiency and ' 527 Madison Avenue 
precision of the new DIEHL V?_ | New York 22, N.Y. 

Your own evaluation will : Send full information O aoe 
provide the answer : immediately! Free demonstration 
' 

! 

Send coupon today — 

for demonstration ) Addr 
! 
] 
' 
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Did 
you 
know .. 


Did you know... \ 
THIS EXCLUSIVE schedule-A-Date \ 


Calendar with Future Dates on each 

left-hand page for days, weeks and 

months for a whole year in advance, is 

available only from Keith Clark or Defiance. | 


Complete line of Desk Calendars with bases 
in attractive decorator colors. 


Order from your Stationery Supplier or write for 
FREE Catalog and name of nearest dealer. 


Keith Clark & Defiance 
Calendars 
Manufactured by — 


KEITH CLARK, Inc. 


1451 Broadway 
New York 36, N. Y. 


Phone: LAckawanna 4-4895 
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Spiritual motivation 


Officials of the Mennonite Cen- 
tral Committee point out that their 
group is “central” only to welfare 
activities and not to other aspects 
of Mennonite work. According to 
its financial summary for the year 
ended November 30, 1960, the com- 
mittee received in gifts and income 
53,840,000 and expended for re- 
lief work, various forms of material 
aid, several hospitals, administra- 
tion and “peace,” $3,712,000, 

‘The significance of these amounts 
lies not in their size—they are small 
by most commercial standards—but 
in the fact that they embrace a 
world-wide undertaking adminis- 
tered by a small stall of volunteers 
and a handtlul of career overseers. 

‘Though in the new building five 
months now, executive secretary 
Snyder admits there's. still some 
“settling in” to do. An office man- 
ual is under development. So is a 
program for better integration of 
central files. A) protessor of busi- 
ness from Mennonite - endowed 
sethel College spent the summer at 
\kron studying the administrative 
procedures, drawing up norms, and 
solidilying work routines. One of 
the first things he said needed ad- 
justment was the jam at the collee 
break, 

Basically, however, what) makes 
the MCC headquarters noteworthy 
lrom a management viewpoint is 
the case it makes for the value of 
proper motivation in’ the people 
upon whom it depends. 

“Professionalism of itself is not 
required to do a good job,” an 
MCC executive sums up. “We are 
not professional.” We don't look 
lor the same things in people as 
would the professional personnel 
manager. We don't look for experi- 
ence or technical skill because we 
know that, in most cases, we won't 
find it. Overall we look for motiva- 
tion. We conduct most of our ‘in- 
terviews’ by mail, through question- 
naires. We check references—with 
the prospective worker's clergyman, 
lor example. If they show a well- 
motivated person who will give ol 
himself to serve God and his fellow 
man, why, we'll take him. This 
might seem naive to some people. 
It does not seem so to us.” 
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F| = L000 Pictures th all- the fronts and backs of 500 thalex cards! 
=: 
= «Ss 
== ' ; 
== Only | minute’s work for the new 
= on 
“i ss e . 
== Rercordpak RELIANT 500 Microfilmer! : 
z= ‘ 
ae At best a rapid typist might copy the ords at fastest speed and lowest cost, it g 
—i— | data on one index card in a minute... also indexes your film so that you can 
ps = if the facts or figures were few and far view any item in seconds in a RECORDAK 
+ between. Film Reader. 
"4 Because Recordak microfilming is so Free offer. Tell us your type of busi- 
ha much faster—and never makes a copying ness. We'll show you how firms like 
mistake—its used by thousands of firms yours are saving now with Recordak 
(in more than 100 different types of busi- microfilming. No 
ness) on such everyday jobs as keep- obligation whatsoever. 


ing a record of incoming checks, getting 
the bills out, speeding data from 
branches to Home Office. 


Film costs—zncluding processing—are 
surprisingly low: Imagine being able to 
record up to 60 checks or index cards— 
or up to 20 letters —for just one cent.* 

The Recorpak RELIANT 500 (illus- 


trated) not only photographs your rec- 


*Recordak Microfilm is available with or 
without processing ¢ harges included. 


; MAIL COUPON TODAY E-9 ° 
® + RECORDAK CORPORATION ° 
=SRECORDRK § 415 Madison Avenue, New York 17, N. Y. pA 
e () Have local Recordak System Man phone. [] Send free booklet. 
(Subsidiary of Eastman Kodak Company) n ° 
originator of modern microfilming ° Name Position : 
— now in its 34th year o ° 
¢ Company Type of Business . 
IN CANADA contact Recordak of Canada Ltd., Toronto > «.., ii —_ : 
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(Circle No. 49 on Reader Inquiry Card) 
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‘EDP INSTANT INPUT for 


“FEEDING COMPUTERS 


AM TOOLS OF THE OFFICE 


By LAWRENCE VICTOR 


When speaking of EDP in gen- 
eral or computers in particular, it's 
a popular pastime to draw as many 
parallels as possible between the 
human and = machine function, 

Thus, we refer to a computer's 
“brain” and its ability to “mem- 
orize’” and “recall.” Another hu- 
man-like attribute is the computer's 
enormous appetite for fresh in- 
formation. 

Only by maintaining a steady diet 
of up-to-the-minute data can man- 
agement prevent a severe case of 
economic indigestion. 


THE WEAKEST LINK in any 
data processing system is the meth- 
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od by which information is gath- 
ered, and put into computer-usable 
form. It makes no diflerence how 
swiftly or accurately the computer 
does its job; if the information be- 
ing handled is stale, it’s doing no 
one any good, 

Obviously, the ideal method 
would be to obtain data from its 
primary source the worker. 
However, up to now there has been 
no practical way of preventing the 
clerical errors inherent in permit- 
ting non-data minded individuals 
from acting as management's source 
of information. Gathering data 
from the plant floor through a rov- 
ing timekeeper or having workers 
leaving their machines to report to 
a stationary timekeeper is wasted 


time. The timekeeper himself is 
error-prone. So, we have a situation 
where data is being fed to a central 
key punch operation slowly and, 
possibly, incorrectly. This is espe- 
cially bad where workers are paid 
incentive wages and where incor 
rect data can cause under-payment 
and resultant ill-will. 

In addition, handwritten inven- 
tory control forms are an invitation 
to inaccuracy which could result 
in not having what you want when 
you need it, or having it and not 
needing it at all. 


Shown above is Minneapolis-Honeywell’s 
800 system. Behind the console printer 
(foreground) are a bank of high-speed 
magnetic tape transports. 


ADMINISTRATIVE MANAGEMENT 
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Up-to-the minute data, directly from the source, can give 


management the decisive edge it needs to meet competition 


a 


Worker enters work-in-progress data directly into IBM’s 375 
data collection system. In minutes, report is in management's hands 
makirg possible meaningful decisions based on accurate data. 


Basically, then, an ideal EDP in- 
put system is one which: (1) can 
utilize the worker himself as the 
best source of data (this necessitates 
equipment which is practically 
error-prool) and = simple tor the 
average worker to use; (2) provide 
accurate data which can speedily be 
converted into computer-useable in- 
formation; (3) eliminate as much 
clerical processing as possible since 
every clerical step increases the 
chances for error: (4) present man- 
agement with the day-to-day picture 
of company conditions so urgently 
needed to make quick decisions in 
today’s dynamic, fiercely competi 
tive business climate. 

It is obvious that people have to 
be sold on the philosophy of instant 
data collection and its exciting ben- 
efits, belore the system can mean 
anything to them. 

Some react by looking on an in- 
Stant data collection system merely 
as 4 means to eliminate keypunch- 
ing of source data. Others react by 
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thinking in terms of eliminating 
time keepers, production clerks and 
people doing clerical type work on 
the factory floor. Still others think 
of a worker-operated data collection 
system only as a means of obtaining 
accurate and speedy input to a com- 
puter. There is a fourth facet which 
should be considered. This concerns 
the more fundamental impact tac- 
tors of instant data collection. Com- 
panies can do more for themselves 
by concentrating their ettorts on the 
study of data collection than they 
can in any other svstems field. 

The possibilities are truly dra- 
matic. 


Source data 


The most reliable data exists at 
the point where the action takes 
place, and that is the logical point 
where it should be collected. Uhe 
status of inventories in a produc- 
tion control department can never 


Data from input station is instantly summarized in card form by 
reproducing punch at output station. Punched cards then are 
data processed in the usual manner. 


be as up-to-date as the records 
would be of (a) finished goods at the 
warehouse where shipments are go- 
ing out every minute or (b) on the 
factory floor where each depart- 
ment is continually completing a 
specific operation on an in-process 
inventory item. 

With accurate and speedy col- 
lection and transmittal of data, the 
production control department can 
be physically located anywhere. For 
example, the foreman in a plant up 
north can report to a production 
control operation down south. If 
you collect and communicate data 
rapidly, it does not make much dif- 
ference whether vou are talking 
about 1200 feet or 1200 miles. 

After many vears of organiza- 
tional theory, evervone is still faced 
with the hard fact that we must con- 
trol labor costs and inventories. The 
ability to control these two items 
of management can be dramatically 
improved by automating data col- 
lection. (Continued next page) 
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Labor costs 


The “ho hum” approach of 
charging another fifteen minutes to 
a job operation means that a farce 
is made of cost accounting. A 
worker-initiated data collection sys- 
tem which records time at a remote 
point without the need of the oper- 
ator or his supervisor means that 
true time is, at long last, recorded 
because it is not besmirched by the 
human tendency to make mistakes. 
A worker with a single job card 
cannot assign his time to any other 
production job. When indirect 
changes are to be made, a specific 
card is used for that purpose as well. 

By obtaining true time recording 
through data processing, cost esti- 
mating can be refined so that you 
really know where you stand on 
new procucts or new work orders 
before they are completed. Cost ac- 
counting now has a basis for estab- 
lishing a new and _ sophisticated 
level of control — and all through 
the simple medium of recording 
time remotely by means of a worker- 
operated data collection system in- 
stead of by a timekeeper. 

Some companies realize that to 
install a standard cost program 
would take a small army of time 
study men. Experience standards 
accumulated on data _ collection 


equipment permits a manager to 
review and pin point those opera- 
tions which need close study. 


Labor utilization 


How much is it worth to a de- 
partment supervisor or foreman to 
receive prompt reports on how the 
labor he supervises was performed? 

Well, as one British executive 
says after having been here on an 
exchange arrangement, “You Amer- 
icans certainly do expect a lot of 
vour foreman. He is a scheduler, a 
personnel man — recruiting, train- 
ing, supervising and hand holder— 
a light maintenance man, a cost ac- 
countant, a time study man, payroll 
clerk, a materials man and | don't 
know what all.” 


Inventories 

The success of running any busi- 
ness is based on turnover. A capital 
investment of $10,000.00 which 
grosses you 20°, becomes 60°, per 
year when that capital is turned 
three times. But, records kept on 
inxestments must be accurate. 

Every time a part number is man- 
ually recorded for payroll purposes, 
costs or production, the possibility 
of transposition exists. Perhaps this 
explains the prevailing opinion 


The Transactor, from Stromberg Time Div. of General Time Corp., accepts fixed-data 
punched cards which the worker inserts in the appropriate slots. Variable data is 
entered by dialing the correct digits and transaction code identification. Safeguards 
reject cards that are incorrectly inserted or coded. Lock at left side prevents transac- 
tion code from being changed by unauthorized personnel. 
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that twelve to fifteen percent of the 
data coming off the factory floor is 
in error. 

What causes book inventories 
which do not balance thirty days 
after a physical inventory has been 
taken? Why are there huge inven- 
tory write-offs at the end of every 
year? 

Pilferage? Certainly. Engineering 
Changes? Very likely. Physical Mis- 
placement? Yes. But, what about 
Pure Clerical error? Wf the esti- 
mates are right, at least 10°% of an- 
nual inventory write-off can be re- 
couped if accurate data is collected 
at the point where the action takes 
place and by the very man who 
initiates that action .. . the worker. 


In-process inventories 


Instant data collection completes 
the gap in inventory control. Most 
companies do a tolerable job in con- 
trolling raw materials and finished 
goods, but the same companies usu- 
ally do a poor job in controlling in- 
process inventories. 

Examine the roll of data col- 
lection as a part of a material con- 
trol cycle. Starting with a basic bill 
of material deck: 

1. The item cards are split into 
“make” or “busy” decisions. 

(Continued on page 56) 
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Data from Stromberg Time’s Transactor 
is fed into their compiler where it is con- 
verted into output tape which can be fed 
directly into electronic computers or tape- 
to-punched card converters. 
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By WILLIAM HELPS, 


Office Manager, Aeronca Mfg. Corp. 


A NEW SYSTEM tor job timekeeping believed to be 
unique in the aircraft industry has enabled the 
Aeronca Manulacturing Corporation of Middletown, 
Ohio, to get fast, accurate job cost data. The new svs- 
tem not only does the job faster, but also reduces time- 
keeping costs by $60,000 a vear. 

Previously, Aeronca used in-plant timekeepers to 
record job time data. These men, scattered around the 
plant, had to remain at their desks at all times. At the 
beginnings and ends of shifts, their desks would be 
surrounded by workers who wanted to report in or out. 
At other times, they had little or nothing to do. 

Since most timekeepers were located far from the 
plant’s data processing center, there could not be a 
continuous flow of job data. Usually, a timekeeper 
didn’t bring the day’s reports to the data processing 
center until after his shift had ended, so that it was 
impossible to do much with the data until the next 
day. As a result, by the time this data had been pro- 
cessed and reports prepared and sent to management, 
much of the information was no longer current, And, 
when errors were discovered in processing, it was very 
dificult to make corrections because of the time that 
had elapsed. 

Alter an investigation, Aeronca decided to use an 
Executone Communication System for centralized 
timekeeping and data gathering which had been used 
successfully for gathering job time data by many other 
companies, [Lhe system, incorporating an intercom- 
munication network, enabled Aeronca to take the 
timekeepers out of the production area and put them 
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As workers call in, right, data is key punched, left. 


A CENTRAL SYSTEM FOR GATHERING INPUT DATA 


into a central data gathering ofhce. The new system 
places intercom stations in all production, tool design 
and manutacturing departments. Engineering person- 
nel also report job changes over the system, making it 
possible for the company to keep an accurate cost 
record of this important and costly activity. 

Timekeepers in the central data processing ofhce 
receive job changes from the Factory and from the 
Engineering Department at three control stations. Dur- 
ing rush periods, all three stations are active. When 
things are slow, one timekeeper can handle the entire 
plant while the other timekeepers perform audits and 
clerical duties. All timekeepers were trained in the 
operation of the centralized timekeeping equipment 
by the Executone representative who designed and 
supervised the equipment installation. 


(Continued on next page) 


Worker's starting time becomes part of EDP system as key 
punch operator enters data at other end of call-in unit. 
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WHAT ROLE WILL DATA PROCESSING 
PLAY IN YOUR COMPANY'S FUTURE? 


ADMINISTRATIVE MANAGEMENT, which 
pioneered the first reports on Auto- 
mation in the Office in its 1955 issues 
has long since extended its coverage 
to interpret in depth the role data 
processing is playing in the office, the 
trends that it has brought about, its 
implications for every aspect of the 
office’s activities. 40,000 ABC paid 
subscribers* look to ADMINISTRATIVE 
MANAGEMENT to put automation in 
the correct perspective in the office 
field. In addition to its articles in 
depth on every implication of auto- 
mation, the magazine reports each 
month the most important installa- 
tions and latest developments in the 
field of equipment. 


* Subject to ABC audit 
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put needs ...... 


Here are some typical features on 
data processing in recent issues. 


Two-girl office handles million-dollar business 


—with automation.................. April 


Industrial control system utilizes IBM 1620 


eee ee ree May 


Exclusive interview with Kennedy's new auto- 


SNE III <5 5c iss odie dG Slory cle ore Rod June 


Plan now for future computer input, out- 


Automatic programming: “The Second Com- 
puter Revelution” ..... 


dministrative 


anagement 


Formerly OFFICE MANAGEMENT AND AMERICAN BUSINESS 
The Magazine of Administration and Systems 
A GEYER-McALLISTER PUBLICATION 
212 Fifth Avenue, New York 10, N. Y. 


Central input System 


(Continued from page 53) 

Here's how an employee makes 
a report over the system: 

When he is ready to change trom 
one job to another, the employee 
walks to the nearest intercom re- 
porting station which is within 75 
feet of his work place. He presses a 
button on the intercom station, 
causing lights to signal on the three 
control stations in the central time- 
keeping office. One of the three 
timekeepers takes the call. 

Speaking into the intercom sta- 
tion in his normal voice, the em- 
plovee gives his clock number and 
the number of the job he is about 
to begin. The reporting of the new 
job automatically closes out time 
charges against the job he has just 
completed, Since call-in’ procedure 
is well-outlined and followed, the 
average call takes less than 30 
seconds. 

When a worker reports to his 
work place to start his first job of 
the dav, he fills in on a blank card 
his clock number and other job in- 
formation. These cards are given to 
the foreman for checking and tor- 
warding to the timekeeping center. 
All job changes alter the first job 
are reported over the Executone 
Svstem. 

Some companies with different 
accounting requirements have 
solved the problem of morning 
peak periods by carrying over in- 
completed jobs from one day to the 
next. In these cases, timekeepers 
automatically ring olf workers at 
the end of the day and start them 
off on the same job the next day. 
Other companies have workers re- 
port to timekeepers when they are 
assigned to their second job of the 
day and at that time give informa- 
tion pertaining to both jobs. 

Aeronca chose to solve the peak 
period problem the way they did 
because olf the additional benefits 
that accrue from having the fore- 
man approve the first job card of 
the day. For example, this pro- 
cedure gives the foreman additional 
control over lateness and absence 
in his section. 

Timekeepers receiving calls 
throughout the day write job data 
onto standard punch card: blanks. 
These cards are handed to a kevy- 
punch operator who manually 
punches the information directly 

(Continued on next page) 
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A CLEAN 
DESK TOP 


means 


CLEAN Letters, Papers 
CLEAN Hands, Clothes 


ne, 


Sy Sndumy seas eoomnt® 


GUMPTION 


For Gentle, Yet Powerful, Instant 
Super Cleansing Action 


Guaranteed to wipe away hectograph and 
duplicating inks-carbon and crayon marks, 
and most other type stains from linoleum 
and plastic desk tops and office machine 
castings. Non Abrasive—Guaranteed Not 
to Scratch! Recommended by Leading Desk 
Manufacturers. 100% Safe—Non-Caustic, 
Non-Inflammable, Non-Combustible. Avail- 
able in three sizes. 

Order Gumption from your local Office 
Equipment & Stationery dealers, or write 
for catalogue. 


Gumption Products Corp. 
56 Reade Street, New York 7, N. 


(Circle No. 24 on Reader Inquiry Card) 


“Maggie” Magnetic Boards Keep 
You on Top of Every Operation 


“Maggie” Magnetic Visual Controls 
offer the easiest and quickest way to 
chart sales, traffic, personnel or any 
other phase of your business. Colorful, 
magnetic indicators tell you at a 
glance if everything is in the right 
place at the right time. No cards, pegs 
or other nuisance devices to replace 
because “Maggie” Boards with mag- 
netic indicaters last indefinitely. Pays 
for itself many times over because the 
first cost is the last cost. 


Priced from $49.50 complete. 


Write for FREE catalogue on the most modern 


ond flexible control system available today 


maggie magnetic visual aids corp, 
11 West 42nd Street e New York 36, N. Y. 
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into the source document. Fixed in- 
formation such as hourly rate, clock 
number and department is gang- 
punched from an employee's master 
card. 

Key punch equipment, including 
verifiers and sorting machines were 
translerred from the ‘Tabulating 
Department where they had been 
used to process job time cards. The 
transler of equipment was made so 
that key punching could be done 
by the timekeepers. With key punc h 
equipment in the same office as the 
timekeepers, tabulating and pro- 
cessing operations lollow very close- 
ly behind the production fact. 

Conversion from the old system 
to the new was scheduled to take 
place over a five-month period. 
However, since the usual problems 
expected in a major system change 
tailed to develop, the conversion 
was completed in sixty days. 

Here are comparative operating 
costs for the old system and the new 


one: 
Old System New System 


Supervisor ] 1 
In-Plant Timekeepers 22 0 
Key Punch Operators 3 0 
Data Control Operators 0 5 
Data Control Auditors 0 6 

Total Personnel 26 12 

Personnel Cost $106,820 $47,409 
Total Annual Savings $59,420 
Equipment and Facility Cost 13,000 
Net savings First Year's Operation 46,420 


In considering this cost Compari- 
son, it should be noted that only 
the obvious tangible reductions and 
expenses are included. Many in- 
direct. savings were made possible 
by the system. For example, floor 
space in production areas, formerly 
used -by accounting department per- 
sonnel, is now used for production. 
Also, with intercom stations located 
at convenient places throughout the 
plant, production workers save a 
considerable amount of time that 
was spent walking and visiting at 
the desks of inplant timckeepers. 

This new centralized system gath- 
ers job time information more 
quickly than the previous system 
and makes it possible to process 
this material on a comtinuing basis. 
As a result, production reports can 
be prepared quickly and given to 
management on the morning alter 
the working day reported. On the 
basis of this current information, 
meaninelul decisions can be made 
by management at every level. @ 


to 
Easier Filing 


Higher Morale 


~| Increased Efficiency 


Error Reduction 


First and foremost 
in its field, Visi-Shelf 
is the only concept 
of filing, conceived 
and engineered 
specifically for the 
express purpose of 
shelf filing. 
Developed to meet 
the constant prob- 
lem of overcrowded 
files, the crowded 
filing areas and 
Visi-Shelf filing 
system has solved 
these problems by 
making it possible 
to file “more than 
twice as many 
records in the same 
floor space” 


3 Series — 2 Widths (30” & 36”) — 


4 Heights —— 96 Filing — 
Combinations FE 1 
“¥ oJ ¥ 
a oo | ° | am 
is ° | oe + 
i et > 7. | 
bed Ed Bd BG 


Exclusive VS features include: 
Finger Tip Compressors 


© Positive locking 


© Free movement 


@ Fully adjustable 


Light weight patented Drop Doors 
Face mounted Reference Shelves 
Visi-Shelf File, lic. 


105 Chambers Street 
New York 7, N.Y 


Please send catalog and complete details 
of the Visi-Shelf Filing System. 


Dept. C 


COMPANY 


DUC i reracisicseracsiissen wo. ZONE STATE 
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= Friden Collectdata is a card-reading source-data transmitter 


which will automatically read and send data to a punched-tape 
receiver also available from the same company. 


10 New Floor Models for ’61 


For 1961, Thomas Collators announce engineering and 
design advancements for their new line of 8, 10, 16, 20 
and 32-sheet floor models that help surpass their own 
outstanding record of achievement. New developments 
that permit greater operational efficiency . . . increased 
versatility . . . speedier set-up time. . . easier accessibility 
to working mechanisms. . . beautiful, new two-tone finish 
. .. more, much more! Spend the moment it takes to get 
the full story on how you can cut the high cost of gathering 
duplicated sheets into sets, improve morale, and effect 
considerable savings— Simply write: 


ve THOMAS COLLATORS INC. 


World’s Leading Manufacturer of Collating Equipment 


DEPT. E., 100 CHURCH STREET, NEW YORK 7, N. Y. 
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(Continued from page 52) 


2. The buy cards go to late Pur- 
chasing and are used— 

e as a requisition 

e to prepare the request for quo- 
tation 

e to prepare the purchase order. 

3. The same cards go down to 
the receiving dock where a data col- 
lection input station-is located. The 
items are received as partial or com- 
plete orders and immediately this 
data is sent to remote printers in:— 
(1) purchasing to up-date purchase 
order status commitment records 
and to prevent unnecessary exped- 
iting, and (2) accounts payable to 
pay the bill and realize discounts. 

As this will indicate, data col- 
lection is part of a communications 
loop: 

4. The same cards go with the 
material into incoming inspection 
which has a data collection input 
station. 

e Defects or damages are codified 
on pre-punched cards. 

e An immediate reject or scrap 
report is relayed to the appropriate 
authorities. 

5. The same cards, plus the ma- 
terials go into the storeroom where 
receipt is recorded on a data col- 
lection input station. 

6. The same or similar cards be- 
come bin cards so that when an 
item is issued from stock, it is re- 
corded in conjunction with the pre- 
punched work order card as well as 
the employee identification badge 
of the person receiving it. 


In process inspection 


The steps outlined for incoming 
goods inspection are exactly the 
same. The defects are codified on 
prepunched cards which are group- 
ed with the operation card to re- 
cord rejects or scrap. 


Machine utilization 


In production scheduling, depart- 
ments are loaded or unloaded on an 
overall machine hour basis. To 
date, this overall approach has 
proved most practicable. But, 
through a data collection system 
operated by the machinist, one can 
unload by specific machine and can 
pinpoint instant data collection by 
machine. Production efficiency can 
be measured by machine. Manage- 
ment can measure how good a par- 


ADMINISTRATIVE MANAGEMENT 


4 3 es tic 
meee . co! 
’ S66 € : 

: & & bo be 

‘ » $ Ft ee are 
€ “3 | th 
we gs . 

me Me 23 ae oe a wh 
i gel zz = wl 
: _—_ i i ee co 

i * oh = ’ r 4 a aa 

y Cm sth ee ’ bas =. 
- Ln . @ ies / an 
| a / = " 
ie po 
; Po bu 
. on aa ch 
: —— = BW 

ia \ \ LA ~ 1 Ss “oe t re 
. a lO Oe elt wWt~”~COC~*«‘ * an 
4 a \ \ ») a 4 ‘a! : do 
oe _———— \ ins 
Gr \ Ve ‘Se a <a ec a a5 a Bee 4 « 
oe - ee, — ll st a sta 

: | 7 » — a -_ 

f vee ¥ er _ & aera. lal 
4 #4 a ce q Pog \ da 
2 eae = ee eee 
) a “ o a ee th 
Gin ee are . a Rt ee A 
P ee V4 . 5 . 5 ee : 
PF IR the world’s : 
s i ): “S . ; A Ea * 3 a Se % ie | TI 
‘ 4 Bt ee a a coe a] ime |e : 

; 5, iE) ee lig ft - ~ leading © ‘ae ate 
4 fe | = a 7 me 
: 4 ae — ma nuf: re 

7 _ Shes , eae. — + ac ATeL 
|S aaa ; ; — = Fe: co 
‘ ‘See a 1 af — —. : fee 
2 + ie a 73 st -  ., a co 
a oe 34 Ap ye f “ _ cs yo } : a 
a +) g ine peu . -. ! 
> eh paar “ —- — 8 =— im, oe be 
| awe SC~*~—“—isésSets thee pace... = ; 
’ | eae “7 _ 4 a So, atime > Gahan ee m; 
‘ ll als 
j al 
ee | Pe 
¥ Ex 
mi 
; ; an 
ag 
> | , 
ie 1 ti 

. | jo 
| | le 

ig ee th 
We Vis 

a ; | 
: ~ Pe : 

i : a ob 

: = : ee 
\ \ | re 
eee 
_ eee | ge 
aes he " 
a . a P 
ee 
a ee SE 
f i sis | ' |e i wore e : ; oe e. F : ae 5 - . - . e = ees 2 | 2 eo a 
‘. 4 b> -— “eh on mee x ery ‘3 : seit sige 3 on ag i aba aie “aga i: .- 3 
i — fs a is ee ils ee gee a ee Bis aa 


ticular machine is and can save the 
company cash in capital expendi- 
tures by insuring that machines are 
being used effectively and workers 
are using the right machines to do 
the job. Extra shifts need not be 
put on, nor does management have 
to go out and buy an extra machine 
when data is collected on the spot 
which pinpoints the steps needed to 
correct deficient conditions. 

Data collection means all data 
and not an isolated part. What are 
some of the reasons why companies 
install data collection equipment? 

The effective utilization of man- 
power is the key to running any 
business. One company has log 
charts with lost labor graphically 
portrayed in each and every depart- 
ment. Everyone looks at the graph 
and understands what lost labor 
dollars mean. The general manage 
installed the worker-operated, in- 
stant data collection system with 
one prime objective. By producing 
labor utilization reports on “Tues- 
day for Monday's work, he gained 
three days from the former method. 
A department supervisor cannot 
control a work force with stale data. 
The data must be fresh and accur- 
ate. He cannot control his depart- 
ment unless rapid and accurate data 
collection is available to him. 

The installation of direct data 
collection pinpointed this situation. 
A direct data collection system must 
be flexible so that changes can be 
made—in rates, for example. This 
also means that rates can be an- 
alysed and rate changes can be pin- 
pointed in frequency and numbers. 
External measurement can now be 
made of the time study function 
and in turn better control and man- 
agement achieved. 

One company, not on an incen- 
tive payroll, reports twice as many 
job charges with instant data col- 
lection equipment, which is some- 
thing of an indictment of super- 
vision under the old system. 

Government suppliers must 
quickly accumulate material and 
labor costs on a contract in order to 
obtain progress payments. Delay in 
reporting these data means delay in 
getting the cash. 


EDP equipment utilization 


Lawyers have an expression which 
applies to the data fed into a com- 
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he. * 
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puter. “You cannot pass on better 
title than you have’ We are also 
reaching—at long last—a generation 
of computers which are equipped 
with sufficient capacity to handle 
the most pressing problem in Amer- 
ican business - inventories. These 
computers are costly and are hun- 
gry for data. An instant data col- 
lection system will permit utiliza- 
tion of their exciting capabilities. 
Among other subjects, three bas- 
ic elements of manufacturing have 
been touched upon: Control, cost 
production and quality. The equip- 


ee | - ane 


ment is available to achieve these 
control objectives. It is equipment 
designed to be used by the average 
worker. 

Instant data collection equip- 
ment affects many organizational 
segments:—all phases of manufac- 
turing, many phases of accounting, 
and data processing. But don't for- 
get the original source of this data— 
the man at the source of action who 
uses the input station; that person is 
the key man to accurate, swift data 
input. 

(Continued on next page) 


| 


EWwy, 


“PACKAGED’ FILING 


| 
| 
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UNIQUE PORTABILITY 
...documents are in handy boxes. 
NEW FLEXIBILITY 
...simpler to change and expand. 
DOLLAR SAVINGS 
...in equipment cost, clerical time. 


id Be me Tors % 
ad lt : 


UNIT BOXES hang on 
cross-rails, package docu- 

ments for fast transfer or 
work at desk. 


CREATE SPACE where} Bic il 
you need it simply by slid- 7) 
ing boxes of documents 
along rails. 7 


of the system’s success. 


Boxes, which slide back and forth on rails 
and can be carried anywhere, ‘“‘package”’ 
documents for most efficient finding and fil- 
ing ever known! * Pats. Pending. 


TAB 


rmRopwcrTts co. 
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UNIT SPACEFINDER’, an exclusive, revo- 
lutionary filing system, provides unequalled 
flexibility with unprecedented speed. 


The unique hanging box, combined with 
a sturdy, free-standing frame, is the secret 


HOME OFFICE: 995 MARKET ST. 
SAN FRANCISCO 3, CALIFORNIA 


sa Ek hed 


SPACEFINDER 
BROCHURE 


12 PAGE BROCHURE 
will show you money- 
saving secrets of 
Unit Spacefinder and 
Spacefinder Filing 
System. 
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Information entered on Standard Register’s Stanrecorder can be checked for accuracy 
since the machine delivers a printed form copy after each transaction. 


Feet that must stand all day to accommodate their 

owner’s occupation put a frown on the face as surely as if 
they were directly connected. To keep a warm, enthusiastic 
smile on that face, even near closing time, the feet must 
receive proper support all day long. 


Hygienic Foot-Comfort Mats and Runners provide that support. 
They’re scientifically designed to distribute body weight, 

relieve back strain and reduce fatigue. Soft, but not 

mushy, they last for years —- pay for themselves 

by increasing employee morale and efficiency. 


Senne —— eae = ay @ A choice of marbleized colors 
HYGIENIC | or to enhance your office decor 
wo Paitin ig oe ; 
fPYy-. @ Lengths and widths for any 

if ~ station 


@ Smooth, easy to clean surface 


@ Beveled edges for safety 
and appearance. 


See your office supply dealer or write to: 
THE HYGIENIC DENTAL MANUFACTURING COMPANY 
FLOORING DIVISION, DEPT. M, AKRON 10, OHIO 
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(Continued from page 57) 


Following is a list of manutac 
turers mentioned in this article. 
Additional information may be 
had by circling the appropriate 
numbers on the Reader Service 
Card. 
Executone, Inc., 415 Lexington 
Ave., New York 17, New York. 


(117) 

Friden, Inc., San Leandro, Cah- 
fornia (118) 
International Business Machines, 
125 Park Ave., New York 22, New 
York. (119) 
Standard Register Co., Davton = 1, 
Ohio (120) 


Stromberg Division, General Time 
Corp., Thomaston, Connecticut. 


(121) 
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ACCOUNTNG SYSTEM & DATA PROCESS- 
ING. South-Western Publishing Co., Cin- 
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Roger Nett & Stanley A. Hetzler, AN 
INTRODUCTION TO ELECTRONIC DATA 
PROCESSING. The Free Press, Glencoe, 
Ill., 1959 

Leonard W. Hein, AN INTRODUCTION 
TO ELECTRONIC DATA PROCESSING FOR 
BUSINESS. D. Van Nostrand Co., Inc., 
Princeton, N. J., 1960 

Kathleen H. V. Booth, PROGRAMMING 
FOR AN AUTOMATIC DIGITAL CALCULA- 
TOR. Academic Press, i11 5th Ave., New 
York 3, 1958 

Franz L. Alt, editor, ADVANCES IN COM- 
PUTERS. Academic Press: Volume 1, 1960 

Andrew D. Booth, editor, PROGRESS IN 
AUTOMATION. Academic Press: Volume 1, 
1960 

GOVERNMENT PUBLICATIONS 
14548—Electronic Data Processing Sys- 
tems, Concepts And Applications Dept. 
of Commerce, Washington 25, D. C. 
4305—Electronic Digital Computing 
Systems, Domestic Survey. Office of Tech- 
nical Services, Dept. of Commerce, Wash- 
ington 25, D.C. 

17084—Use of Electronic Computers 
for Processing Data, Advantages, Limita- 
tions. National Archives, Washingten 25, 
D.C. 
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Teletype equipment in Data-Phone service 


All Teletype sending and receiving equipment— 
page printers, tape punches and tape readers—can be 
used in Data-Phone service, the new Bell System meth- 
od of data transmission via regular telephone lines. 


Data can be speeded over local or long distance 
lines—to a single destination or to several destinations 
simultaneously. The data can be received on plain 
message paper . .. punched paper tape . . . or margin- 
ally perforated business forms of almost any size. 
And always there is a ““home record” of what is sent. 


Significant paper work simplification and time 
savings can be achieved in handling accounting and 
billing information, inventories, payrolls, invoices, 
sales orders, ticket pick-up and numerous other kinds 
of business detail. If desired, punched tape can be 
obtained as a by-product of both sending and receiv- 
ing operations, for later use with business machines. 


A growing number of firms are already using 
Teletype equipment over Data-Phone circuits. For 
example, companies that purchase large quantities of 
airline space place orders by phone, then receive 
tickets on Teletype printers right in their own offices. 
With this method, tickets are received faster, mes- 
senger service is eliminated, and records for account- 
ing purposes are automatically provided. 


Teletype Corporation manufactures page printers 
and tape units such as the Model 28 equipment illus- 
trated above for the Bell System and others who 
require the utmost reliability from their data com- 
munications facilities. 


If you would like to investigate the advantages 
of Teletype equipment for your business, write to 
Teletype Corporation, Dept. 36-J] 5555 Touhy Ave- 
nue, Skokie, Illinois. 


-“_— e : ® 
TE Le TYPE 
CORPORATION © sussiomny of Western Electric Company wwe. 
(Cisefe N=. 53 cm Resder Inquiry Card) 
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: Bilin machine 


all three 


wnt ecboalbe tian et es clean 


The Friden Model CTS Computyper® is a remarkable machine; 
it reads constant data from punched tape or cards, writes the 
data down on the invoice, automatically does all the arithmetic 
required to figure a bill. The operator does little more than fill 
in the date and the item quantities. — 


For the average business, one girl and one machine can be the 
entire billing department. 


Important plus: The Computyper automatically produces a by- 
product punched paper tape summary of each invoice. This tape 
can be automatically converted into tab cards or fed directly into 
computers. (If you don’t use this type of data processing, simply 
run the by-product tape back through the Computyper and it 
will give you a typewritten billing summary. ) 


For complete information, contact your Friden Systems repre- 
sentative, or write: Friden, Inc., San Leandro, California. 


THIS IS PRACTIMATION: Automation so hand-in-hand with 
practicality, there can be no other word for it. © 1960 rmicen, wnc. 


SALES. SERVICE AND INSTRUCTION 
THROUGHOUT THE U.S. AND WORLD 
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BETTER 
TEACHERS 
BETTER 
TYPISTS 


By EUNICE E. CROOKS 


THE GROWING IMPORTANCE 


of the electric typewriter necessi- 
tates a re-evaluation of the impor- 
tance and method of typing instruc- 
tion. Add to this the ever-mounting 
cry for quantity and quality in of- 
fice production, and the need for 
more and better instruction be- 
comes imperative. 

The employer purchases an elec- 
tric typewriter because he is told: 
(1) the appearance of the work pro- 
duced will be excellent, (2) there 
can be at least 20 per cent more 
production, and (3) the typist will 
be less fatigued at the end of the 
day. Most of this is true. Certainly 
the appearance of the work will be 
better: no more light and dark let- 
ters; cleaner, better carbons and 
more of them; and nice clear-cut 
stencils or offset work. Whether he 
gets more production depends sole- 
ly on the typist, and how well she 
was trained. 

Recently, I taught classes in typ- 
ing to experienced secretaries mak- 
ing the change from manual to 
electric typewriters. Some had 
worked on electrics, but without too 
much success; others had tried the 
electric, but through lack of instruc- 
tion had not been able to adapt 
themselves. 

At the time the classes were set 
up, there was no formal course out- 
lined in text form, other than the 
small machine manuals furnished 
by the typewriter dealers, and 
these certainly do not meet class- 
room requirements. It therefore be- 
came necessary to study the stu- 
dents’ requirements and devise a 
30-hour course which would pro- 
vide training geared to the “quan- 
lity-quality quotas” expected by the 
employer. Study and experimenta- 


EUNICE E. CROOKS owns and oper- 
ates a secretarial school in Chicago. 
She has also had 45 years of practical 
secretarial experience in business 
of fices. 
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tion with the machine brought me 
to the conclusion that a complete 
knowledge of the machine was the 
key to the problem. At the comple- 
tion of the course, the students were 
unanimous that a full knowledge of 
the machine, plus correct operating 
techniques, was what they had pre- 
viously lacked. 

Keyboard control seemed the log- 
ical place to start the training. 
There has never been a typist who 
could not use a good keyboard 
brush-up, and at the same time, 
this permitted training in the basic 
operating techniques of the electric, 
such as smootin and accurate car- 
riage return and shifting. The re- 
sults were excellent—some of the 
students even gained typing speed 
in this first phase. 


From this very basic step, the 
class progressed through the figure 
row to correct tabulation — tech- 
niques, including practice in the 
use of the tabulation mechanism on 
the electric. This was one area 
where previous instruction certainly 
had been lacking completely, or if 
it had been given, certainly had not 
been retained by the students. Such 
shortcomings in elementary knowl- 
edge were alarming. 

At this point, the idea of the “‘to- 
tal keyboard” began to take root. 
The students began to appreciate 
the engineering of the electric ma- 
chine and take pride in typing as 
a skill. Many who had for years 
pounded out volumes of good work, 
but gone home at the end of the 
day exhausted now began to find 
that using the fingers instead of the 
whole arm was fun and did not re- 
sult in fatigue. 

They began to take great pride 
in their “operating techniques” and 
really think about their machines 
and how they could use them to ad- 
vantage for whatever job they were 
to do. ‘They learned to make full 
use of the scales, which are usually 
ignored except lor margin setting. 

Some were astonished to learn 
that the paper release was not strict- 
ly for straightening paper. They 
found out what the paper guide was 
for and learned to use the variable 
line spacing lever and button. The 
big question was, “why had they 
not known all this before?” Maybe 
these points were taught when they 
took their original typewriter train- 
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ing, but if they were, they certainly 
did not stick on the brain. 

At the risk of being most unpop- 
ular with some—but thanked by 
others—the following conclusion is 
passed along in the interest of bet- 
ter instruction. Those who teach 
typing are much better equipped as 
instructors when their formal edu- 
cation has been bolstered by actual 
office experience. Their students 
benefit and are impressed by the 
fact that they are receiving practical 
instruction and not just text book 
theory. 

All that appears in text books is 
not acceptable in the office of today. 
Let’s face it, what was the rule 10 
years ago, is not necessarily what the 


NOW YOU 
CAN OWN 
3 BUSINESS 
RECORDING 


jy ee: SS 


employer wants now. There is only 
one rule any conscientious instruc- 
tor can give a student: do the work 
the way the employer wants it, un- 
less he can be “sold” on a different 
or better way. The rules of punc- 
tuation have not changed, but the 
employer's preference of their use 
has changed. He may not be gram- 
matically correct, but many hard 
and fast rules have gone by the 
boards in the interest of production. 
The instructor who has worked in 
the office would know this and alert 
the students that, “while this is the 
correct form, it is imperative that 
you do the work in the style desired 
by your employer.” 

Students sense when an instruc- 


MACHINES 
FOR THE 
PRICE OF 1 


GELOSO 


STENQTAPE 


3/10 


3 Speeds / 10 hour Dictation with Remote Dictation / Transcription Controls 


Its advanced electronic design makes it a 3-way machine: conference recorder (at 15/16 ips), standard 
office unit (at 1% ips) and personal hi-fi tape recorder (at 334 ips). Weighing only 13 Ibs., this is the 
most versatile compact business recording machine you can own. For correspondence, meetings, 
sales training programs, audio-visual presentations, post-graduate digests, language labs, and personal 
entertainment. So sensitive, the 3/10 records 30 feet away—records music with concert hall realism. 
It's completely compatible with all StenOtape units and standard tape recorders. 


Complete with remote contro! microphone for dictation; reel of tape and take-up reel. Accessories available for 
remote contro! transcription. $24995 Plus FET FULL YEAR GUARANTEE 


Ask your 

dealer to 
demonstrate 
the versatile 
StenOtape 

256 Dictation 
Transcription 
office machine. 
Compatible partner of the 3/10. 


! ey GELOSO ELECTRONICS, INC., Dept. 307 


51 Park Avenue South « New York 10, N. Y. 
In Canada: CANADIAN GELOSO ELECTRONICS, LTD. | 
700 Weston Rd., Toronto 9, Ontario 


Give me a complete rundown on the StenOtape | 
3/10 and tell me where | can get in touch with 


my nearest dealer. 

Name. | 
rensene | 
Address_ Tel 

City. Zone State. 
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Schools will turn out more skillful typists if businesses demand them 


tor knows from experience, and also 
when a text-book is being recited. 
They get assurance and confidence 
from the instructor who can show 
them how, rather than just tell 
them. 

The broad statement that, “there 
is nothing to the electric typewriter 
except getting used to the touch, 
why take a course of training?” is 
usually made by those who don’t 
know what they're talking about. 
Ask the people who have tried to 
attain the production the employer 
expects. In particular, ask those who 
trv to use the proportional spacing 
machine for set-up work in the 
printing shops, where the supply 
never keeps pace with the demand. 
‘They will quickly tell you that good 
training is invaluable, and _ they 
know what they are talking about 
from actual experience. 


compare the 
all-new 


DAVIDSON 
DUALITH 
900 


The idea that speed in words per 
minute is the mark of the good typ- 
ist is not correct. The best speed in 
stroking can be totally offset by a 
lack of accuracy and a tumbling 
operation of the machine. Speed 
alone never produced a day's work 
equal to that of the slower stroking 
typist who thoroughly understands 
and utilizes all the time and labor- 
saving devices on the machine. De- 
spite this, the average student comes 
from Typing | and or Typing II 
and IIT sold on the idea that “prac- 
tice will build speed.” This would 
be true if it were stated “practice 
of the right type will help build 
speed” or “practice with accuracy 
will increase speed.” 

Competition is keen among busi- 
ness schools, and as the demand fon 
well-trained secretaries grows, the 
school that satisfies the employers 


For amazing new efficiency & economy 
in office & business printing 


Now this one compact, superbly styled Davidson Dualith 500 will handle virtually every 


office and business printing requirement. 


For quality and efficiency the new Dualith 500 is unequalled. It delivers up to 8,000 top- 
quality, money-saving impressions per hour...up to 16,000 on “both sides at once” jobs. 


Its operation is quieter, easier and far more convenient. And its increased productivity 
and other cost-saving features will delight the time- and motion-study engineers! 


Add to this its attractive appearance, the smart new decorator colors available and the 
printing flexibility and versatility of the Dualith 500, and we are sure you will agree it’s 
the biggest advance in small offset equipment in more than a decade! Send today for 
colorful brochure. And better yet, see a demonstration! Consult the “Yellow Pages” for 
the Davidson office nearest you or write directly to 


Davidson 


DAVIDSON CORPORATION 


Subsidiary of Mergenthaler Linotype Company 
29 Ryerson Street, Brooklyn 5, N. Y. 


YEARS AHEAD IN DESIGN—MILES AHEAD IN PERFORMANCE 
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will be the one that survives. How 
a school survives will depend on its 
instructors and on the training giv- 
en on equipment used in today’s 
business offices. No school can ex- 
pect to survive without: (1) the lat- 
est equipment and (2) ofhce-expe- 
rienced instructors who know that 
equipment inside and out. 

[ypists are not going to be al- 
lowed to train on employers’ time. 
Employers want them trained in 
school, and this is the dual responsi- 
bility of the school and the instruc- 
tor. A list of degrees is not the total 
requirement for a good instructor. 
Degrees must be accompanied by 
actual on-the-job experience. 

The instructor will have to be 
the tvpe for whom students “sit up 
and take nourishment,” in other 
words, the type personality who can 
make students want to be “the 
best,” and who, by encouragement 
and enthusiasm, will sell them on 
the fact that business is a big field 
with tremendous opportunities. 

The finest text written is not tully 
effective unless it is supplemented 
by an alert, well-qualified instructor 
who can make the class so interest- 
ing that no one wants to miss a 
single session. Students do not nor- 
mally read, study, or apply the in- 
formation contained in a text-book 
without the assistance of a good in- 
structor. Very few students have been 
successful as “do-it-yourselfers.”’ 

Perhaps the quickest and fastest 
way for typing instruction standards 
to be improved is for employers to 
“up their requirements.” If the elec- 
tric typewriter, properly used, can 
improve production by 20°7, and 
since salaries paid today are at an 
all-time high, the employers should: 
(1) not have to hire secretaries who 
“train on their time,” (2) be able 
to operate with four good opera- 
tors instead of five, and (3) get a 
full day's work for a day’s pay. Good 
business schools realize that place- 
ment of graduates is the goal of any 
course, and once the business man 
lets his requirements be known, 
finds a school that will meet those 
requirements, and then backs that 
school to the limit with placements, 
the standards of that school will 
automatically be raised, and every- 
body is happy—the employer, the 
school, and the graduate. 
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Now, you can get complete sales and inventory figures in 


How quickly can you evaluate current 
sales activity? And are you relying on 
inventory figures that are not complete? 
Chances are it takes you even weeks to 
obtain all required inventory and sales 
facts. Yet did you know: a National 
Electronic Data Processing System can 
give you all these vital reports in only 


a matter of hours! National Systems 
go all the way from the original entry — 
in cash registers, accounting machines, 
or adding machines...through the 
computer ...and high-speed printer... 
to detailed final reports. You can now 
tell which parts of your business are 
paying-off; judge which ones could be 


Punched paper tape is created by National Accounting Machines, °* 
Cash Registers and Adding Machines as an automatic by-product nA 
of normal operation. It is then fed into a computer to produce, at °* 
minimum cost, the information you need for most profitable control. z 


THE NATIONAL CASH REGISTER COMPANY, vayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES * 77 YEARS OF HELPING BUSINESS SAVE MONEY 
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doing better—all before the current 
picture changes. You can now get far 
greater executive command than was 
economically practicable before. In 
short, you can get today’s figures today, 
while there is still time to evaluate re- 
sults and take effective action. For more 
information, write today to National. 
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ELECTRONIC DATA PROCESS ; 
ADDING MACHINES «CASH REGI TERS 
ACCOUNTING MACHINES + NCR PAPER 
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NO 
PLASTIC. 


PLUMBING 
In our : - 


BALL PEN... 


Because only 


ENGINEERED FOR BETTER WRITING, 
the solid brass cartridge of the new 
Eagle Sticxpen is filled with the 
finest ink made! Ink that writes best 
may attack a plastic cartridge form- 
ing a “sludge” that contaminates ink 
and causes the annoying skips and 
false starts of ordinary ball pens. 
But the solid brass cartridge of the 
new Eagle Stickpen keeps its finer 
ink pure and smooth-flowing for the 
life of the pen! And your SticKPEN 
writes better... longer... because 
this solid brass cartridge occupies 
the full length of its handsome 
molded barrel! 


A SOLID BRASS CARTRIDGE, 
FILLED WITH THE FINEST INK, 


Plus All These Extra 
\ Quality Features! 


@ SILVERED TIP FOR “CUSHIONED” 
WRITING 


PRECISION TURNED BALL SOCKET 
STAINLESS STEEL BALL 

MOLDED (Not Extruded) BARREL 
SCULPTURED “FINGER-FIT” GRIP 


EACH PEN INDIVIDUALLY 
TEST-WRITTEN 
BY HAND 


een 
ee wodanw NAGMYOLL 


MEDIUM POINT 
Fed. Tax. Incl. 


UARANTEED BY EAGLE RESEARCH 


ST 
EAGLE PENCIL COMPANY 


Headquarters: Danbury, Connecticut 


NEW YORK + LONDON + TORONTO + MEXICO + SYONEY « BOGOTA 
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IBM has unveiled a new concept ol 
electronic information distribution 
for selective channeling of publica- 
tions and other current’ written 


material to the people in an organi- 
| zation who are most interested in it. 


| 


Called Selective Dissemination of 
Information, this EDP system has 
been operating experimentally dur- 
ing the past year within IBM. It 
has been informing 500 employee 
subscribers about new publications 


| prepared in the company, or re- 


ceived from outside sources. 
A business firm can set up the 


“same type system using standard 


| Some examples olf key 


| 
| 


| as they were for the people. 


electronic data processing equip- 
ment. The first step would be ton 
the firm to prepare “profiles” of the 
people who are to be included in 
the system. An individual's profile 
is a list of key words, chosen by him, 
that describe his work interests. 
words are 
“transistors,” = “computers,” ““re- 
trieval,” and “‘systems.”” Each com- 
plete individual profile is key- 
punched at the firm’s information 
center and then written on mag- 
netic tape. 

As documents or reports are re- 
ceived at the information center, 
profiles are prepared for them, just 
Key 


| words describing each document are 


designated, punched into cards, and 
fed into a computer. 

The computer matches the pro- 
files of the documents against the 
profiles of the people. When it finds 
an adequate match, it generates a 
notification card which is sent to the 


| person along with an abstract of the 


/ document, he can 


| 


document. If the individual wishes 
to obtain a copy of the original 
request it by 
punching a pre-scored hole in the 
notification card and returning the 
card to the center, where it is proc- 
essed by machine. 

The system operating in IBM 
handles nearly all information 
printed inside the company, such 
as technical reports, company news- 
papers, general management and 
contract data, etc. It also includes 
technical journals received from the 
outside. IBM scientists and execu- 


AUTOMATION 


IN THE OFFICE 


tives subscribing to the system have 
found that it furnishes them with 
technical and administrative inlor- 
mation which they _ previously 
missed. It also reduces the flow ol 
extraneous material to their desks. 


Delta Air Lines 
to use Sabre system 

In one hour, Delta Air Lines’ 
reservations ofhces in 66 cities 
throughout the country receive as 
many as 2,700 phone calls for book- 
ings. To speed up and simplify the 
processing of this tremendous influx 
of reservations, Delta has announced 
that it plans to install the IBM 9074 
Sabre air line reservation system. 

When installed, this electronic 
reservations - handling system will 
make up-to-the-second flight and 
passenger information available to 
all Delta offices. The information 
will emanate from a computer cen- 
ter in Atlanta, the air lines’ head- 
quarters. 

The heart of the system will be 
dual solid state IBM 7074 com- 
puters located at the Atlanta center. 
Each will be capable of making 
250,000 logical decisions a second 
and storing nearly 100,000 charac- 
ters of information in its magnetic 
core memory. 

Delta’s reservations offices will be 
linked to these computers by tele- 
type and telephone lines. When a 
customer requests space for a spe- 
cific date, the agent involved will 
simply press some buttons on a spe- 
cial tele-communications set to 
query the computer in Atlanta on 
seat availability. The computer will 
then search for the appropriate 
flight records and transmit the latest 
availability information back to the 
agent, who receives the message via 
a panel of lights. It the agent sells 
a seat, he relays this fact to the com- 
puter, which updates the seat inven- 
tory for that particular flight in its 
memory. 

The Sabre system is expected to 
help Delta process an anticipated 
flow of 32,700 daily phone calls, 
28,000 daily passenger reservations, 
and 15,000 daily ticket sales. 

The Sabre system will offer the 


ADMINISTRATIVE MANAGEMENT 
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plan for information circulation via EDP 


following benefits to Delta 


tomers: 


cus- 


— Time spent by agents checking 
space availability is reduced from 
minutes to seconds. 

— Canceled reservations are made 
available instantly to potential pas- 
sengers at every one of the air lines’ 
agent locations, 

— Special arrangements for passen- 
gers, such as car rental requests, 
special meals on flights, hotel book- 
ings, and connecting flights are all 
processed through Sabre. 

—Sabre automatically processes wait- 
ing lists and selects passengers with 
the highest priority to fill cancella- 
tions. It then notifies the appro- 
priate agent of its selection, so the 
passenger can be informed. 


Data Processing 
is on the move 
If Mohammed won't come to the 


mountain, then take the mountain 
to him. This is the philosophy be- 
hind the newly developed Data 
Cruiser of the Benson-Lehner Corp., 
Santa Monica, California, a supplier 
of data processing equipment and 
systems. The Data Cruiser is a 
demonstration laboratory on wheels 
which takes advanced electronics 
equipment right to the potential 
customer's doorstep. This mobile 
marketing device consists of a truck- 
trailer containing a data processing 
installation and an executive conter- 
ence room. 

“Customers want to take a pretty 
hard look at equipment before they 
invest thousands of dollars in it,” 
says Robert C. Saunders, manager 
of Benson-Lehner’s Advanced Prod- 
ucts Group, in pointing out that the 
Data Cruiser offers an ideal method 
of demonstrating capital equipment 
lor scientists and top management. 


a cavise® 


= 


An inside and outside glimpse of Benson-Lehner’s 50-foot Data Cruiser. 


SEPTEMBER 1961 
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EAGLE 
STICKPEN 


included in 


FREE SCIENTIFIC 
WRITING TEST KIT! 


Purchasing agents who've used this 
kit acclaim it “The most practical 
measure of ball pen performance ever 
devised!” 


Get the actual handwriting test that 
every Eagle Stickpen must pass after 
it has successfully passed 10 other 
rigid “Quality Control” tests! Specially 
devised by Eagle laboratory techni- 
Cians, this scientific writing test 
shows up even the slightest imperfec- 
tion of any ball pen... under actual 
writing conditions! No buying execu- 
tive responsible for supplying his per- 
sonnel with good office pens can 
afford to be without this instructive 
test kit! 


GET YOUR SCIENTIFIC 
WRITING TEST KIT... 
NOW... FREE! Compare in 


your own hand, the Free Eagle Stick- 
PEN against any other ball pen—using 
your own individual writing method 
and style! 


FILL OUT AND MAIL THIS COUPON! 


—Ss eee ee a a ee =e oe 
EAGLE PENCIL COMPANY, DANBURY, CONN. 
Without obligation, please send me the 
new Eagle STICKPEN included in the FREE I 
WRITING TEST KIT that shows up even the t 
slightest imperfections of any ball pen, 
under actual writing conditions! | 

Name sain abeenennia I 
Title — ! 
Company. 
en i 
City. Zone l 
State o! 
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Avoid 
Losses! 


Avoid 
unexpected 
troubles! 


2 MODELS: 
2MM — 11 shre 
1MM — 22 shre 


Thinnest shreds of any office paper 
shredder! Simple to operate —- 
Convenient removable bin. 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 
® Dealer: Write For Profitable Sales Plan. 


See our other advertisement on Page 70 
(Circle No. 36 on Reader inquiry Card) 


and improved 


TIME and DATE STAMP 


This new Roberts HRTD time and 
date stamp gives you crisp clear 
impressions with great flexibility of 
printed message. Utilizes three simple 
basic balanced units—printing head, 
ribbon mechanism, electric drive — 
and new hammer method of print- 
ing with automatic  self-aligning 
platens. Paper-trip operation. Fine 
engineering. Choice of three colors. 
One of a family of Roberts number- 
ing devices famous since 1889. Write 
Roberts Numbering Machine Divi- 
sion, Heller Roberts Mfg. Corp., 700 
Jamaica Ave., Brooklyn 8, N. Y. 


HELLER ROBERTS 


Manufacturing Corporation 
(Circle No. 28 on Reader Inquiry Card) 
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“The Data Cruiser is more of a lab- 
oratory than a show room. We in- 
tend to demonstrate the capacity of 
our equipment by solving problems 
for our potential customers. ‘These 
problems will be analyzed by the 
equipment aboard the van. We will 
put customer tapes through ow 
equipment. ‘This is an important 
service to our customers since they 
are not losing any time traveling. 
We take the equipment right to 
them and play host to them on their 
home grounds.” 


Results of half-year 
computer census 

According to the semi-annual 
John Diebold & Associates’ computer 
census, more general purpose com- 
puters are now on order from U.S. 
manutacturers than have been pro- 
duced and installed in this country 
during the past 15 years. Over 7,000 
general purpose computers are ex- 
pected to be delivered in the next 
24 months. 

The number of computers deliv- 
ered from January | to June 530, of 
this year, was 5,571. Of this total, 
5,776 were vacuum tube machines 
and 1,595 were transistorized (solid 
state) systems. 

There are now 91 fewer vacuum 
tube systems in operation than were 
“on line” in January. Deliveries of 
solid state desk-type computers have 
risen 115 per cent, medium units 
are up III per cent, and large sys- 
tems have gained by 112 per cent. 


G.E. expanding 
data processing facilities 
Construction has begun on Gen- 
eral Electrics planned $9,000 
square-foot computer laboratory in 
Sunnyvale, California. The build- 
ing, scheduled to be completed this 
year, will be devoted to advanced 
computer technology in industrial 
and commercial areas. 


Electronic accounting 
for small businesses 
Burroughs Corp. has integrated 
its Series E desk-size computer with 
a 10-total typewriter accounting 
machine to create an electronic 
business data processing system with 
alphanumeric capability for small 
and medium-sized organizations. 


| 5S T 0 P COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


The COFFIELD 
EVERLASTING 


Interchangeable 


ORGANIZATION 
CHART 


EASY TO CHANGE 
A typist, a typewriter aud typing paper are all you 
need to keep your chart up to date. It's that simple! 


ELECTRO-MOTIVE DIVISION 
ERAL MOTORS CORPORATION 


nee 


¢ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

© Photographs for Sharp Prints 

¢ Invaluable as a Visual Training Aid 

. 

. 


All Parts Are Movable and Re-usable 
Solves Your Chart Problem Forever 
Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. AM-9 
MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
(Circle No. 33 on Reader Inquiry Card) 


‘NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN 1/3 THE TIME 


attach a 


PRESS-ON MASTER PATCH 


to your ledger cards 


SAVES TIME! Reduces statement addressing in 
the average office up to 66%. 

PREVENTS ERRORS! Eliminates wrong address- 
es, misspelling, etc. 

ENABLES YOUR LEDGER CARDS TO WRITE! 
n addition to heading statements and collec 
tion notices you can also address direct mail, 
service follow-ups, shipping labels, bills of 
lading and other office forms .. . all from 
your ledger card file. 

@ Just type the name and address ONCE on 

the PRESS-ON MASTER PATCH. They’re 

easily prepared in an ordinary typewriter ... no 

special equipment required. 

Print With The Machine Complete $70.00 

Model 


60 with Supplies Plus Fed. 
Master Addresser | For 500 Accounts Exc. Tox 


Master Addresser Company 
6500-OE West Lake St., Minneapolis 26, Minn. 
(Circle No. 34 on Reader Inquiry Card) 
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= J s 
Remarkable new Accogrip Grips papers instantly 
This is an instant binder. It secures your papers yet you Opens and closes at a touch of the finger. Keeps papers 
don’t have to punch holes. instantly on tap. Grips without marring. 


s * e 
Secures as it organizes Which style for you? 
Accogrip is a spillproof desk organizer. Lets you quickly Letter, legal or special sizes. Clamp positioned side or 
put away any papers you work with. Yet keeps them top. Genuine pressboard in a range of colors. At your 
readily accessible at your desk or work table. Holds one __ stationer’s now. 
sheet or hundreds (up to %” capacity). Ideal for _ let- 
ters, bills, memos, photos, reports, records, catalogs. AC Cc  @ | G a ‘ | 7 
blueprints, job sheets, legal or accounting papers—any 


size sheet. ACCO PUNCHLESS BINDER 


ACCO PRODUCTS 4 Division of Natser Corporation, Ogdensburg, N.Y. e In Canada: Acco Canadian Co., Ltd., Toronto 


(Circle No. 1 on Reader Inquiry Card) 
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Automate your 
office duplicating 


TEMPO Geha 


| AUTOMAT 250 DA | 


‘ / 


Nes Stencil Duplicator 7 


automatically 


@ feeds e@ interleaves 
@ strips @ removes lint 
@ counts @ adds ink 


The Tempo Geha 250 DA opens up a wide 
range of possibilities in the production of 
all types of office printing such as office 
forms, letterheads, bulletins, cards, etc., in- 
cluding color work. 


You'll be delighted with the “print-like” 
copies produced in your own office with 
regular personnel. Its automatic features 
assure simplicity of operation, quality con- 
trol at all stages of the run. Cleaner to use, 
too, because hands never come in contact 
with ink. And — the built-in ink cartridge 
is as easy to change as a ball-point pen. 


Geha-electronic stencil-making 
machine. Electronically 
makes stencils to fit 
any duplicator by auto- 
matic scanning pro- 
cess — direct from any 
master copy including 
photos, drawings, art, 
hand or typewritten 
material. 


ASK FOR FREE DEMONSTRATION of the 
250 DA in your office without obligation. Pin 
coupon below to your letterhead and mail today. 


TEMPO. 


Everything for Stencil Duplicating 


MILO HARDING COMPANY 
Established 1904 
Monterey Park, California 
Los Angeles « Pittsburgh ¢ San Francisco 
Washington, D.C. * Mexico D.F. and dealers everywhere 


| MILO HARDING CO. 1 
192 Tempo Bidg., Monterey Park, Calif. 

| ) Arrange 250 DA demonstration 

CJ Send Geha-electronic information 

(1) Send 250 DA literature 


| 
| 
I 
I 
Name | 
| 
| 
| 
| 


ad 7 


Address_ 


© 1960, LO HARDING COMPANY 
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: AM AUTOMATION Ar IN THE OFFICE 


The Burroughs integrated computer-typewriter accounting system. 


The alphabetical feature eliminates 
the need for additional units to 
write descriptive information on ac- 
counting forms. 

The desk computer system is 
presently in use at more than 150 
installations on such applications 


as tax utility, billing, sales analysis, 
accounts receivable, and sales dis- 
tribution. 

A re-manufactured system, with 
the new 10-total typwriter account- 
ing machine, sell for $29,000. It 
rents for $1,200 monthly. | 
(Circle No. 101 on Reader Inquiry Card) 
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Write it once... record it right 3 times! 


Save yourself the cost and embarrassment of transcription errors. 

Eliminate them—with practically no investment—with the new Multi-Rite” Pay- 
roll Package. 

Everything in one package, including personalized checks or cash pay statements. 
Easy to learn, foolproof, and economical to maintain; costs less than 5¢ per week 
per employee. Complete payroll always up to date and housed in one tamper-proof 
locked binder. Everyone with 15 to 100 employees should use this system. Recom- 
mended by accountants and meets all government regulations. 

Start any time during the year—Multi-Rite Payroll Package can be put to use 
immediately. Contact your local YXE or Cesco dealer today, or write for “Payroll” 
circular. 


YAWMAN & ERBE c.c sheppard co. piv. 


44-13 21ST STREET + LONG ISLAND CITY 1, N. Y. 


(Circle No. 66 on Reader Inquiry Card) 
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to get the 


best paper 


your office 


equipment —_— 


just say the word 


Wax laminate ream wrap protects 
against humidity changes. 
New ream box flips open at end for 
easy withdrawal of sheets. 


Nekoosa Communication Papers are made 
to keep up with today’s high-speed office 
equipment. Every sheet lies flat... with 
never a curl or wrinkle to cause time- 
consuming delays. That’s why you'll im- 
prove your communications when you 
always call for Nekoosa Communication 
Papers...made by Nekoosa-Edwards 
Paper Co., Port Edwards, Wisconsin. 


Vehoosa. 


‘i a 


LU 
LJ 
Nekoosa Bond « Nekoosa Mimeo « Nekoosa Ledger 
Nekoosa Duplicator e Nekoosa Manifold « Nekoosa Fax 
Nekoosa Offset « Nekoosa Opaque « Nekoosa Fantasy 
Nekoosa Master-Lucent e Nekoosa Index e and 
® - companion ARDOR Papers 


(Circle No. 42 on Reader Inquiry Card) 
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NO 
OTHER 


PAPER CUTTER 
NS 
O WELL 


TO SELL 
so LOW 


neti conan Un 


the precision Paper Cutter 


= saad 


hs ie 
2 14” & 18" 


(201/2” MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
See our other advertisement on page 66 
(Circle No. 35 on Reader Inquiry Card) 


SPIRIT DUPLICATOR 


PRINTS HUNDREDS OF COPIES 
QUICKLY — AUTOMATICALLY! 


Just load ordinary paper on the feed table . 
the Heyer Conqueror feeds, prints, counts, 
stacks 110 copies per minute for pennies per 
run, Prints 1 to 5 colors at one time on t in 
papers, cards, even newsprint, sizes 3 x 5 to 
9 x 15 in. Duplicator manufacturers since 
1903, Heyer has developed many important 
features others can’t match. Nationwide sales 
and service by 1247 authorized dealers. Fully 
Automatic Electric Model $299.50, Hand Op- 
erated Model $214.50, plus tax. HEYER INc., 
1850 S. Kostner Ave., pt hey 23, Ill. 


FREE! memo Pad with your name on 
each sheet—Our demonstration by mail 


potce ee ------- eeeeeececoenen --4 
| “““" HEVER INC., Dept. AM9 ; 
1 ' 1850 S. Kostner Ave., Chicago 23, Ill. 1 
' Please send my free memo pad andin- 1 
1 formation on the Conqueror Spirit Dupli- § 
' cator. |understandthereis no obligation. § 
' ' 
' NAME 7 1 
' ' 
! FIRM_ = ' 
' , ee 
1! ADDRESS seesscndnpadibienscininanipi ' 
' ' 
c.;, -ZONE___ STATE a 
bem mmm mem mmm em wee mew eee eens 4 


Conference 


Calendar 


AM 


International Systems Meeting, 

Cleveland, Oct. 8-11. 

Sponsor: Systems and Procedures 
Association of America. 

Places: Statler and Pick-Carter 
Hotels. 


NOMA Fall Communications 
Conference, Philadelphia, Oct. 9-11. 
Sponsor: National Othce Manage- 

ment Association. 

Place: Bellevue-Stratlord Hotel. 


Eighty-seventh Annual Conven- 
tion of American Bankers Associa- 
tion, San Francisco, Oct. 15-18. 
Sponsor: American Bankers Asso- 

ciation. 

Place: Civic Auditorium. 


NBFA Conference, Miami Beach, 
Oct. 15-19. 
Sponsor: National Business Forms 
Associates. 
Place: Americana Hotel. 


Forum on Legal Questions Raised 
by Computer Use, Chicago, Oct. 
19-21. 

Sponsor: American Law Institute 
and American Bar Association. 
Place: Pick-Congress Hotel. 

Computers Applications Symposi- 
um, Chicago, Oct. 24-25. 

Sponsor: Armour Research Founda- 
tion, 
Place: Morrison Hotel. 


Sth Electronic Business Systems 
Conference, Long Beach, California, 
Oct. 25-27. 

Sponsor: National Machine Ac- 
countants Association — Western 
Division. 

Place: Lafayette Hotel. 


NASS 19th Annual Convention, 
Cincinnati, Oct. 29-31. 
Sponsor: National Association of 
Suggestion Systems. 
Place: Netherlands Hilton Hotel. 


Twenty-fifth Anniversary Indus- 
trial Engineering and Management 
Clinic, Chicago, Nov. 1-3. 

Sponsor: Industrial Management 

Society. 

Place: Pick-Congress Hotel. 


CIA Annual International Con- 
ference, Chicago, Nov, 5-8. 
Sponsor: Controllers Institute of 

America. 

Place: Palmer House. 


BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 


and the mounting kit fits ae 
every model. All sharpeners 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
(Circle No. 30 on Reader Inquiry Card) 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a ‘must’ where 

space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at | 

one time; permit filing higher than 

eye level; permit using all the valuable 

floor space, and cost less to operate 

too. Ask us for complete information. 


Cc. L. BARKLEY & CO. 
Founded 1921 © All Phones MOnroe 6-706! 
1220 W. VAN BUREN ST. © CHICAGO 7 


(Circle NO. © on Keaaer Inquiry Card) 
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oe Touch 
3 a button 
" GOT 


INSTANT | 


Records, facts, figures—any information is 
available in seconds at the touch of a button 
‘a ' with 3M Microfilm Products. 3M makes it so 
easy to put the magic of microfilm to work 
cutting the costs of paperwork—speeding 
y business communications—saving valuable 
space—in short, making filmwork easier, 


FORMATION! 


with 8M Microfilm Products 


BRAND 


- aight dea: 
a eae 


TAKE A COPY— 


in seconds of any in- 
formation you want 


TAKE A LOOK— 


at the enlarged mi- 
crofilmed information 


25 on the bright Ba ha A 11 a _ 
° n the e *‘Filmac”’ Reader. 

faster, less costly than paperwork. Find out THERMO-FAX “Fil: Printer gives you an 

pre é ; mac" Reader-Printer- exact, clean copy. 

ore now how you can put microfilm to work—get a 

ers i : , : 

file instant information—with 

rat | ee a eee ee <ene 

e PT. FBD-91 ST. PAUL 6, MINNESOTA 

ate L | Please send me facts about how | can get Instant Information with 

nt BRAND PRODUCTS | 3M Microfilm Products. 

“ ; le eee — az _— 
Mienesora fininc ano \fawuracturing company saga >; | a — isin _— 
st paucswinn, °° WHERE RESEARCH IS THE KEY TO Tomonnow SX “Ld | Company os ee 

: _ | Address___ bli 
| City Zone____ State 
| 
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SYSTEMS, EQUIPMENT 
- AND SUPPLIES | 


Compact duplicator A 

Friction feeding, chute delivery, 
high speed (3400-7200 impressions 
per hour), and centralized controls 
are all features of the ATF 1015 


duplicator. American Type Found- 

ers, 200 Elmora 

New Jersey. 
(Circle No. 102 on Reader Inquiry Card) 


Ave., Elizabeth, 


Cabinet om 
Combines 15-tray card cabinet 
and legal-size drawer. Component 
piece uses a minimum of floor space. 
Stacor Visionaire Corp., 223 Vine 
St., Scranton, Pa. 
(Circle No. 103 on Reader Inquiry Card) 
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Revolutionary typewriter a 


Electric typewriter — eliminates 
type bars and movable carriage. It 
types by means of a single sphere- 
shaped element which bears all typ- 
ing characters. Another distinctive 
feature is the range of type styles 
available. The typist merely re- 
moves the sphere and replaces it 
with another. IBM Electric Type- 
writer Division, 545 Madison Ave., 
New York 22. 


(Circle No. 104 on Reader Inquiry Card) 


Amplifier a 

Designed for the job that re- 
quires a great deal of sound. Its 
capacity makes it ideal for factories, 
warehouses, or stadiums. It has a 
power output of 70 watts. Rauland- 
Borg Corp., 3535 W. Addison St., 
Chicago 18. 

(Circle No. 105 on Reader Inquiry Card) 


For more information about any 

product circle corresponding num- 

ber on reader inquiry card inside 
back cover. 


Copier A 

Transferon “9” weighs 12 pounds, 
reproduces all colors, and plugs 
into any 110 volt AC 60-cycle out- 
let. $99.50. Ozalid Division, Gen- 
eral Aniline and Film Corp., John- 
son City, N. Y. 

(Circle No. 106 on Reader Inquiry Card) 


Facsimile Intercom a 

This long-range message trans- 
mitter is completely transistorized, 
requiring no station box. A distinc- 
tive feature is its direct paper-writing 
device, which permits the use ol 
single or multi-copy forms. Leaves 
a permanent record. This compact 
model is 12x 12 in. deep, 514 in. 
high, tapering to 4 in. at the front. 
Weighs 22 pounds. Telautograph 
Corp., 8700 Bellanca Ave., Los An- 
geles 45. 

(Circle No. 107 on Reader Inquiry Card) 
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Towel dispenser cabinet a 13 feat [ms 4 
Anodized aluminum — dispenser | , 4 oh es 
™ & - 
cabinet effectively combats rust, and : ‘ 
retains its appearance with a mini- ‘ ~ ‘| f 
° ’ j eae a : 
mum of maintenance. Bay West 4 a Soe 
Paper Co., 1100 W. Mason St., _— my, a ee 44 
Green Bay, Wis. BS o% Bo Sy peo she o ae 
\ : : ay ee 962 |b d Mg. sone OA i 
(Circle No. 108 on Reader Inquiry Card) hy F ~ |S ns ai H 
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|- 
) Visual control 4 
Memo Flex a new visual control 
or schedule board comes complete 
with all elements, allowing the user 
to create his own custom layout. 
Memo Flex Div., 519 Bannock St., 
Dayton 4, Ohio. 
(Circle No. 110 on Reader Inquiry Card) 
a 
| 
3 
‘ 
.. 
l, 
: File a 
Dual-purpose unit serves as 
if drawer file for “drop filing,” and 
s Contour chair . side access file for “shelf filing.” — Stencil cabinet A 
t Split-seat construction — permits One distinct advantage is that two Slim stencil cabinet takes up only 
| chair to “respond” to the slightest clerks may have simultaneous ac- 3 in. of shelf space and provides 
a movements of the body, providing cess to material in the same cab- convenient storage for constantly 
h a maximum of support. Remington inet. Wheeldex & Simpla Products, re-used stencils and offset plates. 
1- Rand Systems, 122 East 42 St., New Inc., 1000 North Division St., Peeks- $24.95. Foto-Field, Inc., 9232 Wau- 
York 17. kill, N. Y. kegan Road, Morton Grove, III. 
; g 
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DESK SET 


(Office Workers Want It... 
Naturally!) 


For Erasing PENCIL, INK, 
BALL POINT, TYPEWRITING 


WELDON ROBERTS No. 800 JET TRIO, attrac- 
tive, convenient, Con- 
tains one each of 3 luxury-tex- 
ture rubber eraser sticks, each 


versatile. 


over 412" long, for erasing al- 
most any writing. Each in attrac- 
tive, individual, transparent plas- 
tic holder with pocket 

Convenient size and shape. 


clip. 


Set contains: 


No. 825 JET ERASER. 
With fine red rubber stick, 


for pencil erasing and clean- 
ing. 


No. 827 JET ERASER. 
With business-like gray rub- 
ber stick, for erasing ink, 
typewriting, business machine 
writing. 


— 


t JET eraser 838 


No. 838 
BALL POINT JET. 


Special ‘ball Point’ formula 
green rubber, for ball point 
erasing. 


in 


Ball Po 


Holder tips unscrew so eraser 
Sticks can be moved outward. 
Not a mechanical gadget. 


ON 
Ts 


Plus 3 refills, 
one for each texture. 


Set in smart, transparent 
plastic case only 534” x 2” x 
5g". Exceptional for time- 
saving desk duty. Fits con- 
veniently in pocket or bricf 
case. An excellent, inexpen- 
sive gift. 


ORDER YOUR JET TRIO SET 
OR SETS TODAY. 
ONLY $1.00 EACH, POST- 
PAID. Use the coupon. 


: - nice commas 
: WELDON ROBERTS RUBBER CO. | 
1 365 Sixth Avenue, Newark 7, N. J. : 
1 

1 Enclosed find check or money order for $. . : 
1 

I covering Jet Trio Desk Set(s) : 
I 

an ernment ner re ore rrr i, : 
I 

1 Firm . p ; 
1 

6 ABBE oie cece ecassntess ce cineemcssee : 
; City ae a. 
I 1 
ashi saci nin ah laveamenaimneaich (ili adic 
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SYSTEMS, EQUIPMENT 
AND SUPPLIES 


One writing system e 
Accounts payable — package in- 
cludes binder, anodized — posting 
board, 100 check registers, and 


1000 checks. $89.50. C. E. Sheppard 

Div.. Yawman & Erbe Mig. Co., 

Inc., Long Island City 1, N. Y. 
(Circle No. 113 on Reader Inquiry Card) 


Posture chair A 
Roominess is the outstanding fea- 


ture of this fabric-covered executive 


posture chair. Arm rests are grain 
wood or upholstery. Royal Metal 
Mig. Co., One Park Ave., 
York 16. 

(Circle No. 114 on Reader Inquiry Card) 


For more information about any 

product circle corresponding num- 

ber on reader inquiry card inside 
back cover. 


New 


rae MED ALLE 


Quickly shreds newspapers, magazines, 
waste paper, corrugated cartons, etc., 
into uniform resilient strands ideal for 
packing purposes. Especially adapted to 
shredding confidential records, blueprints, 
etc. Built in 5 sizes: 200 to 3,600 lb. per 
hour. 


Compact, economical, safe. All revolving parts 

are covered. Instantly adjustable. Shreds \”" 

to %". Designed for continuous and trouble- 
free service. 


IN FIVE SIZES 
WITH CAPACITIES FROM 
v} Af 200 TO 3600 LBS. PER HOUR 
Ui Dees y 2 VEL 
WASTE PAPER 
SHREDDER 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 


SAGINAW, MICHIGAN 


(Circle No. ov un Keager Inquiry Card) 


You Get Things Done With 
ardmaster Visual Control 


Bo 


- Gives Graphic Picture of Your Operations— 


Spotlighted by Color v0 

Facts at a glance — Saves Time, Saves 

Money, Prevents Errors 

Simple to operate—Type or Write on Cards, _ 

Snap in Grooves pt 

Ideal for Production, Traffic, Inventory, Ww 

Scheduling, Sales, Etc. ¢' 

Made of Metal. Compact and Attractive. N 

Over 500,000 in Use 

Full price $4950 with cards 0 
| se 


FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


YANCEYVILLE, NORTH CAROLINA 
(Cirele No. 23 on Reader Inquiry Card) 


24-PAGE BOOKLET NO. G-100 
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100 


ENT 


Smart business to have a $99.50 Verifax 
Bantam Copier near each secretary's desk 


Want to know how much you save 


with on-the-spot Verifax Copying ? 


Send for this free Computer ! 


With the turn of a dial yow ll see how 
costly those trips to a central copier 
location really are—and how quickly 
a Kodak Verifax Copier installed in 
your office or department pays for itself. 

Imagine—climinating only three 10- 
minute trips per day saves about $225 
per year in secretarial time. That's 
well over twice the cost of Kodak’s 
$99.50 Verifax Bantam Copier, 
Model A. 

Aside from the dollar savings, think 
of the convenience. In a minute your 
secretary can give you 5 dry, easy-to- 


read Verifax copies of any office rec- 
ord. She's on the job, as never before, 
to answer your phone and keep track 
of things. 

And with a Verifax Copier right at 
hand—instead of “miles away’ — 
you'll both take full advantage of all 
the short cuts this unique copying 
method offers. 

Phone local Verifax dealer for free 
Copy-Cost Computer Set, showing 
savings with on-the-spot Verifax 
Copying and the Magic Matrix used 
in Verifax Copiers. He’s listed in the 


Price is manufacturer's suggested price and is subject lo change without notice. 


Yerifax’ Copying GIVES YOU EXTRA COPIES 


SEPTEMBER 1961 


FOR LESS THAN 1¢ EACH 
(Circle No. 19 on Reader Inquiry Card) 


TRADEMARK 


Boa Koda ; 


Cantey 
$835 
» sts POD tae 


; COST PER YEAR 


HOW 


$/10\ 


ed ot 


Cosy vee ret a 
Sy copy watts” 


, . iy 
Yellow Pages under Dupli- a 
cating or Photocopying Machines 
...or mail coupon below. 


Mail coupon for Free 
Computer - 
Set to: " @- 


Eastman Kodak Company 

Business Photo Methods Div. 72-9 
Rochester 4, N. Y. 

Send free Copy-Cost Computer Set 

O) Check if you have Verifax Copier 


Name 


Position 


Company 


Street 


EE 
eoeeeeeeeeeeeeeeeeeeeeeeee 
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QUESTION 
FOR MANAGEMENT: 


COMPETENT 


TRANSFER 
SERVICE 


YOUR 
TRAFFIC DEPARTMENT 
CHOOSE 


HOW DOES 


Price? Experience? A friendly salesman? Could be good reasons. but... 
taken singly, much necessary information is lacking. 


Here are five facts about Fernstrom that may be helpful: 


1. 


2. 


Experience. Fifty years of progress and leader- 
ship in the moving and storage industry. 
Equipment. A fleet to fit any demand for 
general transfer, with some especially-designed 
equipment for handling certain delicate ship- 
ments, such as electronic devices. 
Dependability. For half a century. Fernstrom 
has earned and kept a reputation for superior 
reliability, with thousands of testimonials to 
prove it! 

Personnel. Crews are highly-trained, highly 
skilled, and scientifically versatile. 

Quality Control. A Fernstrom-engineered 
program designed to perpetrate continuous im- 
provement in all facets of customer service. 


Your Traflie Department will find Fernstrom unequalled in personnel 
transfers, office transfers, and shipments of certain types of uncrated 


non-freight equipment. 


It would be profitable to have your Traffic Man- 


ager talk to a Fernstrom representative ... 


FERNSTROM 


STORAGE & VAN COMPANY 


5600 North River Road, Rosemont, Iilinois 


(Circle No. 21 on Reader Inquiry Card) 


76 


| 


SYSTEMS, EQUIPMENT 
AND SUPPLIES 


NEW 


Payment reminders “ 

A series of 4 payment collector 
envelopes for improving your ac- 
counts receivable. Each envelope is 
tinted a different color to emphasize 
the “imperative” nature of the cor- 
respondence. Quality Park Enve- 
lope Co., 2520 Como Ave., St. Paul 
1, Minn. 

(Circle No. 115 on Reader Inquiry Card) 
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_ Intercom sub-stations A 


, available in 2 


Flush-mounted sub-stations are 
stations are housed in front panels 
of stainless steel. TTalk-A-Phone Co., 
5013 N. Kedzie Ave., Chicago 25. 
(Circle No. 116 on Reader Inquiry Card) 


For more information about any 

product circle corresponding num- 

ber on reader inquiry card inside 
back cover. 


ADMINISTRATIVE MANAGEMENT 
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Venus Pen & Pencil Corp., Lewisburg, Tenn. 
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5 
Try them. They’e on us. 
They’re three specialized Venus ball PEN:cils® you'll 
want to try out in your office: Super Fine, for bookkeep- 
ing and extra fine writing. Erasable, with eraser. Repro- 
ducing, for use with all office copying machines. You can 
get all three free with your next order of 3 dozen Venus 
ball PEN:cils (No. 10-3D) with either blue or red ink. 


a greseeceererecccesccncerenncsecencosocssesasesssssensccecsocescssecsecesscsecoseres 
are : Mail this coupon to your % Venus’ Department Test P4 
‘ :  Stationer. Offer contains 3 dozen ¢ 
sub- 3 ner allan heed VENUS. regular Venus ball ;: 

a 3 Venus’ pepartanant Pest ball PEN-cil PEN -cils in blue or red : 
nels > Offer No. 10-3D. : ink, PLUS threefree :; 

Co. $s “39 ‘ samples for testing: 4 
png : tee aa Super Fine (39¢), Repro- = 
“J. ; No. of Packages ducing (39¢) and Eras-  ; 
) : (Red ink) able (29¢). AMo 

> NAME : 
: COMPANY NAME : 

y : ADDRESS : 

- : : 

“ > city STATE : 

$ THIS OFFER GOOD FOR LIMITED TIME ONLY : 


SEPTEMBER 1961 


(Circle No. 61 on Reader Inquiry Card) 
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“fileage” 


FILEAGE in the office is like mileage on 
the road. The rugged, lifetime construc- 
tion of Bentson files is your assurance of 
years of trouble free service. Their smooth 
operating features make them a dream 
to use—even to sit on, at times! 


In addition, Bentson cabinets are of- 
fered in a wide range of decorator colors 
and in literally hundreds of drawer com- 
binations. Your choice, too, of follower 
blocks, sway blocks, or hanging folder 
frames. Any way you look at it—as a buyer 
or a user—Bentson files are a quality in- 
vestinent. 


To get more fileage-per-gal in your office, 
see your nearby Bentson dealer, or write 
for new catalogue. 


BENTSON MFG. CO. 


650 Highland Avenue, Aurora, Ill. 


(Circle No. 7 on Reader Inquiry Card) 
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AM YOURS FOR THE ASKING 


Taping machine 

Better Packages, Inc., 252 Canal St., Shelton, Conn, 
“Side Mounting The Touch Button Tape Machine” 
is a reprint explaining and illustrating the latest 
method of “in-line” mounting of an electric taping 
machine, 


Relief maps 

Aero Service Corp., 210 E. Courtland St., Philadel- 
phia 20. 12-page catalog describes and illustrates a line 
of full reliel maps. There are 3 sizes and price ranges 
ol maps of the U.S., the world, Europe, Canada, North 
and South America, and several states. 


Digital printers and calculators 

Victor Adding Machine Co., 5900 N. Rockwell St., 
Chicago 18. 6-page brochure details solenoid: operated 
digital printers, calculators, and tape punches for high 
speed serial or parallel entry. Booklet illustrates alpha- 
numeric print-out for sequential item counting, vari- 
able input accumulations, test and inspection recording. 


Cash registers 

Remington Rand, Division of Sperry Rand Corp., 
315 Park Ave. South, New York 10. Folder describes 
Remington's versatile line of cash registers, stressin 
“Protection of Profits at Low Cost.” The folder, 81 
11 in., clearly pictures all five Remington registers. 


g 
5 
X 


9 


Moving problems 

Elkay Products Co., 55 Brown Ave., Springfield, 
N. J. 1961-62 catalog of moving, material handling, 
and storage supplies and equipment includes 1200 
items. OL particular interest to industry is the new 
Aeroquip Cargo Control System for better van loading 
and several new ideas about material handling and 
furniture finishing supplies. The catalog also offers 
hints on how to save money when ordering supplies. 


Office furniture 

Robert John Co., 821 N. 2nd St., Philadelphia 25. 
$2-page illustrated catalog features the Ultra line of 
desks, chairs, and tables. Also features decorative, as 
well as functional file cases, wall and = book cases, 
caredenzas and storage units. The catalog is a planning 
picce as well as a sales aid. 


Copying machine 

Photek Inc., P.O. Box 1553, Providence, R. 1. 4-page 
illustrated folder describes the “Consecutor™” automatic 
ofhee Copying machine. Lists specifications. 


Manual collating 

A. P. Heinz Co., 2422 Lunt Ave., Chicago 415. Pam- 
phlet describes a manual paper gathering method. 
Ilustrations of the Heinz Portable Collator show how 
this method can be used for a varying number of pages. 
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Cut filing costs 
lab Products Co., 995 Market St., San Francisco, 
ollers a brochure describing 12 ways to cut filing costs. 
Emphasized are 
Filing System. 


time-saving features ol Spacefinden 


Automatic labeler 

Avery Label Co., 1616 8S. California Ave., Monrovia, 
Calil. Booklet describes operation of the automatic 
labeler-imprinter which is designed to print labels and 
apply them to a wide range of flexible envelopes. ‘The 
imprinter prints descriptive information on blank ot 
pre-printed: pressure-sensitive labels. The machine can 
be adapted for rigid containers, too. 


Desk accessories 

Sell - Closing Inkstand 
Milwaukee 3. Booklet 
illustrates a variety ol desk files in) the company’s 
“Kleradesk” line. 
plete line of gum label moisteners, which come in a 
variety of stvles and sizes. 


Sengbusch 
Clybourn = St., 


Ce., 2222 W: 
describes and 


A second booklet describes a com- 


Color tints 

Chart-Pak, Inc., Leeds, Mass. 6-page brochure de- 
scribing the Contak line of colon 
films. The also. describes the 
Mylar sheets, called “Matte Tak.” that have a flat 
finish which takes typing or writing with India ink, 
pencil, or crayon. 


tints and shading 


brochure finish 


matte 


Data processing systems 

Beekley Corp., West Hartford, Conn. Brochure de- 
scribes a diversified line of data processing systems, 
forms. illustrations of 


accessories, and Includes 


mar- 
ginally-punched card systems and. line-finder forms. 


Samples of various forms included. 


Offset duplicator 

American ‘Type Founders, 200 Elmora Ave., Eliza- 
beth, N. J. 8-page booklet describing the A.T.F. Chiel 
15 Ollset Duplicator. The booklet includes handy illus- 
trations, a list of uses, and machine specifications. 


Offset plates 

Ashburton Ave.. Yonkers 2, 
N.Y. A technical bulletin, “Presensitized Plastic-Fibre 
Olfset Plates,” provides information on all phases ol 
exposing and processing Polykote and Rapidkote plates. 
Proper inks, fountain solutions, and press procedures 
lor running these plates are also discussed in detail. 


Polychrome Corp., 2 


Tying machines 

B. H. Bunn Co., 7605 Vincennes Ave.. Chicago 20. 
Maintenance manual and parts catalog on package 
tying machines. [&-page booklet contains instructions 
on Operations, maintenance, and parts replacement. 
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at 
tabulato 


... because they're made of WebTex, new 
miracle fabric that combines the toughness of 
nylon — to prevent ribbon curl and machine stop- 
page — with the long-wear inking qualities of silk. 

And for special data processing installations, 
large or small, Webster will custom tailor ribbons 
to your specifications. For an early solution to your 
ribbon problems, consult your Webster sales 
engineer now. 


F. S. WEBSTER COMPANY 


3 Amherst Street, Cambridge, Massachusetts 


“Inked Ribbons Since 1889” 


(Circle No. 64 on Reader Inquiry Card) 
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Acco Products Div. of Natser Corp... 67 
Agency—Geer, DuBois & Co., Inc. 


Acme Visible Records, Inc. ........ 46 
Agency—Cargill, Wilson & Acree, Inc. 
Administrative Management ....... 54 
American Building Maintenance Co. 
Div. of T & S Industries .......... 39 


Agency—Richard N. Meltzer Adv., Inc. 
American Geloso Electronics, Inc. .. 61 
Agency—Robert Whitehill, Inc. 

American Telephone & Telegraph Co. 
Business Equipment Sales—General.. 3 
Agency—N. W. Ayer & Son, Inc. 

American Type Founders, Inc., Busi- 
ness Equipment Div. 
Agency—Douglas Turner, Inc. 


Automated Gift Plan, Inc. ......... 38 
Agency—King Services Corp. 

B 
| ee 70 
Agency—Frank C. Jacobi Adv., Inc 
Bell Telephone System ............ 3 
Agency—N. W. Ayer & Son, Inc. 
ok a ee 78 
Agency—JD Culea Adv. 
de 36 
Agency—Charles F. Hutchinson, Inc. 
a 46 
Agency—Conklin, Labs & Bebee, Inc. 
Bruning Co., Inc., Charles ......... 7 
Agency—Buchen Advertising, Inc. 

C 
Eee 10 
Agency—Daniel & Charles, Inc. 

i Sa ee 48 
Agency—Laux Adv., Inc 

D 
eee 62 
Agency—Hazard Adv. Co., Inc. 

Diehl Calculating Machines, Inc..... 47 
Agency—L. D. Zetlin & Company, Inc. 
EEE eS SS ae 33 


Agency—Fulton, Morrissey Co. 

Du Pont de Nemours & Co., Inc., E. I. 
OO, eae eee 34, 35 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


E 
Eagle Pencil Co. (Stickpen) ........ 64 
Agency—Shaller-Rubin Co., Inc. 
Eagle Pencil Co. (Writing Kit) ...... 65 


Agency—Shaller-Rubin Co., Inc. 

Eastern Fine Paper & Pulp Div. of 
Standard Packaging Corp., .... 3rd Cover 
on Henderson & Berey, 

nec. 

Eastman Kodak Co., Business Photo 
Methods (Verifax Equipment & Sup-.... 
plies) 75 
Agency—J. Walter Thompson Co. 


Eureka Specialty Printing Co. ...... 11 
Agency—J. K. Assoc., Inc. 

F 
Fernstrom Storage & Van Co. ...... 76 


Agency—Frederick C. Williams & Assoc. 


Key 
22 


44 
45 


46 
47 
48 


Friden, Inc. 
Agency—Richard N. Meltzer Adv., Inc. 


G 
Graphle Systems... 5. cece css 74 
Agency—Caswell Adv. Agy. 
Gumption Products Corp........... 55 
H 
Hammermill Paper Co. ............ 18 


Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


a 8 eee 68 
Agency—Will Grant Adv. Agy. 
eee 36 
Agency—The Jaqua Co. 

Heller Robert Mfg. Corp. .......... 66 
Agency—George |. Bushfield 

5 SS ee 70 
Agency—tThe Biddle Co. 

Hunt Pen Co., C. Howard .......... 70 


Agency—Wermen & Schorr, Inc. 
Hygienic Dental Mfg. Co., The 
Agency—Brown Adv. Agy. 


Maggie Magnetic Visual Aids Corp... 55 
Agency—Dale Associates 

Management Control Charts Co. .... 66 
Agency—Stern, Walter & Simmons, Inc. 
Master Addresser Co. ............. 

Wm. L. Baxter Adv. 

Michael Lith Sales Corp. (Paper 
BORER ESS ae 
Michael Lith Sales Corp. (Paper 
_ ERESERDLE  eeiereree 66 
Minnesota Mining & Mfg. Co. ...... 
Agency—Erwin Wasey, Ruthrauff & 
Ryan, Inc. 

Moore Business Forms, Inc. 
Agency—N. W. Ayer & Son, Inc. 
Moore Inc., P. 0 
Agency— The Uilman Organization, Inc. 


National Cash Register Co., The (Busi- 
ee 
Agency—McCann-Erickson, Inc. 
National Cash Register Co., The (NCR 
Paper) 
Agency—McCann-Erickson, Inc. 
Nekoosa-Edwards Paper Co......... 69 
Agency—The Cramer-Krasselt Co. 

North American Philips Co., Inc. ... 40 
Agency—Sam Groden, Inc. 


Oxford Filing Supply Co., Inc 
Agency—Kelly, Nason, Inc. 
Ozalid Div. of General Aniline & Film 
.. SARS eee 21 
Agency—Lennen & Newell, Inc. 


P 


Peerless Steel Equipment Corp. ..... 32 
Agency—Norman A. Strang Adv. 
Pitney-Bowes, Inc. (Felding Machines) 81 
Agency—L. E. McGivena & Co., Inc. 
Pitney-Bowes, Inc. (Mailing Scales).. 43 
Agency—L. E. McGivena & Co., Inc. 
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55 


58 


59 


64 


65 


Page 

R \ 

Recordak Corp., Sub of Eastman Kodak i 
Co. 9 


Agency—J. Walter Thompson Co. 


Rex-Rotary Distributing Corp. ....... 10 
Agency—Daniel & Charles, Inc. 
Reynolds & Reynolds Co., The ...... 14 


Agency—Weber, Geiger & Kalat, Inc. 
Roberts Numbering Machine Div., 
Heller Roberts Mfg. Corp. ......... 
Agency—George |. Bushfield 


Roberts Rubber Co., Weldon ....... 74 
Agency—La Porte & Austin, Inc. 

Royal McBee Corp. (Royaltype) taGae 37 
Agency—Young & Rubicam, Inc. 

Royal Metal Mfg. Co.......... 2nd Cover 
Agency—Chirurg & Cairns, Inc. 

. | 

SEG. i cs ndoderecncses 4] 
Agency—J. Walter Thompson Co. 
Sheppard Co., C. E. Div. of Yawman & 
Erbe Mfg. Co., ___ So tae 68 


Agency—The Rumrill Co, Inc. 
Smith-Corona Div. of Smith-Corona ( 
IR 5.5, 5c winters wen a 8,9 
Agency—Cunningham & Walsh, Inc. 
Standard Packaging Corp., Eastern 

Fine Paper & Pulp Div. ........ 3rd Cover 
Agency—Smith, Henderson & Berey, 
Inc. 

Standard Register Co., The 
Agency—Don Kemper Co., Inc 


T 


Tab Products Co. 
Agency—H. M. Leete & Co. 


ae eee 59 
Agency—Marsteller, Rickard, 
Gebhardt & Reed, Inc. 
Thomas Collators, Inc. ........... 56 
Agency—Douglas Turner, Inc. 

U 
Universal Shredder Co. ........... 74 
Agency—Campbell-Williams-Stark Adv. 

V 
Venus Pen & Pencil Corp. ......... 77 | 


Agency—Doyle, Dane, Bernbach, Inc. } 
eer rrr 42 
Agency—Sanger-Funnell, Inc. 


oe errr 55 
Agency—Ritter, Sanford, Miller & 
Kampf, Inc. 

W | 
ke Sy eee er 79 
Agency—Batten, Barton, Durstine & 
Osborne, Inc. 

X 
a Cee 4th Cover 
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AM Also worth writing for 


Management bookshelf 

1961-1962 catalog of all books, 
periodicals, and films produced by 
the American Management Associa- 
tion. The reference materials listed 
in this brochure comprise a_ basic 
source of information for profes- 
sional managers. For a free copy, 
write Publications Business 
Dept., American Management As- 
sociation, 1515 Broadway, New 
York 36. 


to 


Updating the supervisor 

The role of the supervisor is re- 
appraised in a handy 84- page 
manual, “Successful Supervision— 
Through Better Employee Rela- 
tions.” ‘Three supervision 
problems are examined: the right 
man for the right job, on-the-job 
relationships, and the supervisor 
and the law. This last section con- 
tains all the 1961 changes in the 
Social Security law. $1.50 per copy. 
A free examination copy is avail- 
able to organizations. Motivation, 
Inc., Springdale, Conn. 


basic 


Problems of the aged 

A report by the staff of the U.S. 
Senate Special Committee on Aging 
on the special health problems ot 
the aged, their economic status, 
and the extent of hospital insurance 
protection for this segment of the 
population. An appendix contains 
a number of tables from the Na- 
tional Health Survey, 1958-60. 15 
cents. Superintendent Docu- 
ments, U.S. Government Printing 
Office, Washington 25, D. C. 


ot 


E.D.P. forms problems 
“How I Tamed the Paper Tiger 
in My E.D.P. System” is the amus- 


ing title of a 28-page booklet that | 


examines the not-so-amusing prob- 
lems of E.D.P. forms handling. The 
booklet covers four main problem 


Any girl can set 


the small FH Folding Machine, 


and fold even a few letters— 


in much less time than she can 


fold them by hand. Big time 


saver. Costs less than a 


standard typewriter! 


The FH makes eight basic folds, 
takes all standard papers, in size 
range from 3 by 3 to 8% by 14 
| inches. With semi-automatic feed, 

folds up to 80 letters a minute. 
With full automatic feed, at slight 
extra cost, it’s even faster. Small, 
light, portable. One FH can serve 


several departments. Worth its 
cost in convenience, time saved. 
Can be attached to PB’s Model 
3300 Inserting Machine to fold & 
insert simultaneously. 

Ask the nearest Pitney- 
Bowes office for a 


free demonstration. — 
\ 


Or send coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart 
of latest postal rates, with 
parcel post map and zene finder. 


areas: faulty forms feeding, illegible | 


carbon copies, excessive 
forms handling, and excessive print- 
er downtime for reloading. Of spe- 
cial interest to data processing 
managers is the section on continu- 
ous loading for high speed printers. 
Write for your free, illustrated 
copy to <Autographic Business 
Forms, Inc., 45 East Wesley St., 
South Hackensack, N. J. 
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manual | 


Po Ni he 


Pitney-Bowes, Inc. 
2910 Walnut Street 
Stamford, Conn. 

Send free DQ booklet on PB Folding and 
Inserting Machines D postal rate chart. 


«i» 


Pitney-Bowes 
FOLDERS & INSERTERS 


Made by the originator of Name 
the postage meter... 148 offices 
in U.S. and Canada. Address 


(Circle No. 47 on Reader Inquiry Card) 
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EXECUTIVE ORDER 


PRESIDENT KENNEDY recently put forth some provocative opinions on what 
constitutes good management. He told a press conference that when things are 
“coordinated and all the rest it may be that there isn’t much going on’ —that 
when things are “quiet and beautifully organized .. . its the time to be con- 
cerned.” Ferment, he suggested, is sometimes an inevitable discomfort on the 
road to worthwhile results. If all vou want is harmony and goodwill, “then the 
best way is not to do anything.” 

Presidents—whether of countries or corporations—and all other high-level ad- 
ministrators govern in many ways, no one way necessarily more effective than 
the other. The personality of some executives dictates that they operate calmly, 
remotely—receiving trom their “cabinets” not conflicts to resolve but solutions 
to endorse, and delegating to these subordinates full authority to carry out the 
plans and policies. Other executives enjov the thick of the battle, dote on details 
and want to hear all sides before making up their minds on the course of action 
to take. Some seem to know what they want from the start: they ask little advice, 
give much. Management, to some theorists, is art. Prot. Rensis Likert, in his 
new book, New Patterns of Management (McGraw-Hill) , savs the most successtul 
type of management is “participative” —based on democratic, friendly human rela- 
tions. On the other hand, Prof. George Odiorne, in his new book, How Managers 
Make Things Happen (Prentice-Hall, sees executive life as a harsh, authoritarian 
power struggle, not without its moments of callousness, ruthlessness, and certainty 
unsentimental discipline, if it is to be successful. 

Though any approach to management inevitably will reflect the personalities 
of those who manage, its success (or lack of it) will depend finally not so much 
on these questions of style, but on the degree to which the stvle incorporates 
certain minimum precepts of order which underlie all good management. ‘These 
include the clear delegation of clear parcels of authority by superiors, the clear 
understanding of the responsibility that goes with their authority on the part of 
subordinates, the clear delineation of who handles how much of what through- 
out the organization. Beyond this there must be the wisdom to realize that an 
administrative mechanism, like any mechanism, generates heat as it Operates. Its 
fuel is the intellects of men, and that being so, it cannot help throwing off sparks 
of disagreement, argument, and error now and then. To this extent, the Presi- 
dent's remarks carry timeless validity, The administrator who seeks but harmony 
(and finds he’s produced harm-only) seeks seductive phantoms. 


ADMINISTRATIVE MANAGEMENT 
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| or duplicator operator can get top 
results with defective paper. Words 
are lost. Time is lost. Tempers are 
most assuredly lost! 

To avoid any chance of hit-and- 
miss reproduction, turn to the new 
line of papers specifically designed 
to get maximum performance from 
' your office machines — Stan-Pak* 
Run-Rite.* 

Trouble-Free Running 

Take flatness. We laboratory-test 
all Run-Rite papers right on the du- 
plicating machines they’re made for. 
They come to you flat. Lie flat in the 
machine. And feed flat. 

But really trouble-free running 
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calls for many more qualities. Con- 
trolled moisture to avoid static con- 
ditions and insure good printability. 
Accurate trim and finish to prevent 
feeding jams. Even caliper, uniform 
weight and careful surface sizing to 
give you sharp, clean ink impressions. 
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...with new Stan-Pak Run-Rite Papers 4 


Not even the most competent offset 


You get them all in Stan-Pak Run- 
Rite Papers. 
527 Grades, Sizes and Types 

This brand new line answers just 
about every office need in printing 
and duplicating papers. Under the 
Stan-Pak Run-Rite name you'll find 
the exact grade, color and weight you 
want—at a sensible range of prices 
to suit your budget. 

Next time you order paper, try the 
brand that’s made to run right. 
Through the duplicating machine. On 
the press. In the typewriter. 

We're confident you'll specify it 
every time. 

STANDARD PACKAGING CORPORATION 
NEW YORK 17, N.Y. 
(Circle No. 55 on Reader Inquiry Card) 
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Who needs 
wastebaskets? 


There’s so little waste of paper 
with a 914 Office Copier that 
the cost of discarded copies has 
become an insignificant factor. 
The oversized wastepaper basket 
(which had to be emptied 4 or 5 
times a day) is fast disappearing 
from the modern office. 


now... 
make 
copies on 
ordinary 


ERO 914 COPLER 


i a eR mE 


Push a button 
. .. copies flow! 


Anyone can make perfect copies 
everytime on a 914 Copier. No 
wet chemicals or expensive copy- 
ing paper are required, and there 
are no exposure settings. It’s 
fully automatic! Makes copies on 
ordinary paper (plain or colored) 
or selected offset masters. 
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Copies are as 
good as originals 


So fine is the quality of repro- 
duction with a 914 Copier that 
many people say copies often 
look better than originals. Copies 
anything—letters, invoices, state- 
ments, newspaper articles, even 
pages in bound volumes or paste- 
ups on rigid material. 


If you spend $50 
or more per month 


on copying supplies, you can af- 
ford to modernize your copying 
methods. Reported one 914 user, 
“It lets you do so many things, 
make so many copies.” Write for 
booklet. XEROX CORPORATION 
(formerly Haloid Xerox Inc.), 9X-93 
Haloid St., Rochester 3, N. Y. 


914 OFFICE COPIER° XEROX 
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